Benefits Management

Chapter 5 Benefits M anagement

z Employee Benefits Enroliment

This procedure will outline, in detail, the steps required to enroll a newly hired employee
into the various benefit plans for which they are eligible. There are three preliminary
steps required before we can start the actual benefit enrollment process.

Not al employeeswill need al three infotypes. Only create those that are applicable to
each employee.

We must manually create three infotypes to set the foundation for the benefit enrollment:

Infotype 9003 - Retirement Plan Data at Termination, Preview Retirement
Information

I nfotype 0376 — Benefits Medical Information

I nfotype 0021 — Family/Related Person

Use the following menu path or transaction code to start the process:

Menu Path. HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > MASTER DATA > MAINTAIN

Transaction code: PA30
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We have entered a Personnel 1D number in the Direct selection part of the window, and

the infotype that we wish to create, in this case, infotype 9003 — Retirement Plan Data at
Termination..

Thisstep iscritical for an employeein order to capturetheinformation that ison
theretirement application concer ning previousretirement information.

Click the Create Icon O on the toolbar.
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™ Create Retirement Plan Data at Termination i

Infotype Edit Goko  Exktras  Swysktem Help

I riglece | DM Do | BR | @

“ gl & 2
Perzonnel no Foo I arme ITHI]I"IRS .. Status Active
EE group IE MHF Fersonnel ar |1 287 Marthweszst Hegion MwWH
EE subgroup IFT Reg Full Time S5HM IJ-I1J-I—95—?812
From I|I32.fl]8f2l3l31 g to |12.f31..|'9999
BUPERS or other HAFI Retirement Plans
Frevious Participation in Plan Iﬁ

If v'ez. Fetirement Flan Option I_ P A

If Diizcontinue, Date l

Field Name Description R/O/C | User Action/Values

From Date The starting date of R Enter the Starting date or use the
the plan enrollment dropdown arrow to select

ToDate The end date of the R The field will default to
employee participation 12/31/9999. Do Not Change

Previous Were they in the plan R Enter Y or N to answer whether

participation in | before? the employee was in the plan

plan before

If Yes, User defined C If the answer to the previous

Retirement question was Y es, use the

plan option dropdown arrow to select the

appropriate answer from the
following choices:

A — Cash Surrender

B — Paid up Annuity

D — Discontinue

If discontinue, | User defined C If the answer to the previous
Date question was “ Discontinue”, you
must enter the date of the
discontinuance. The employee
may stop a Retirement Plan
deduction at any time voluntarily.

&

When the inputs are correct, Click the Enter icon

]
Y ou will be reminded to Save your entries. Do so by clicking on the Save icon =) :
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The second of the three infotypes to be manually created is infotype 0376 — Benefits
Medical Information. Thisiswhere the employee’ s physician name and other related
information is stored.

The number 0376 is entered directly into the infotype field in the Direct selection part of
the window as we have done with the first infotype.

®Maintain HR Master Data

HR master data Edit Goto  Extras  Utilities  Settings  Swstem  Help

&l TOeoeCRE anaa@mE| @
Dewmonle

Personnel no. |?65 A

Mame [THORAS TESTERONI

EE group IE MF Pers.area 1287 Morthwest Region MwR

EE subgioup [FT ReaFulTime Cost canter 480 CHILD DEY EVE P..

Personal Data | Addtl. Personal Data | Benefit Information I Taxes |

[ Jactions W~ Period
| |Personal Data W¥— | ® Peiod
i Organizational Azsignment qf Fr. To |
: Addresses o O Today O Curweek
I Basic Pay | O Al ) Current month
[ Family/Related Person ¥ O From cur date O Last week
L] Residencs Status v ) Ta curent date ) Last month
I Additional Personal Data %4 ‘& i O Curent year
L Education | | E Choves |
I 0O0 / MwE Specific Data =]
Direct gelection x|
Infatype Benefitz Medizal |nfarmation STy |
Record created

i

@  Help |
|
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Click the Createicon

again to open the following pop up window.

™ Create Benefits Medical Information N

nfotype Edit Goto  Extras  System  Help

@ | B RHE anan RE|®
[ “9

Personnel no 765 MName ITHDMHS .. Status Bctive

EE group IE MF Personnel ar 1287 MHorthwest Region Mwh
EE subgroup I_F—T_ Reg Full Time S55M |1I1ll—95—?812

From IB2KBS!2BB1 to |12!31f9999

‘Doctors

Physician name
Physician 1D
Physician name
Physician 1D
Physician name

Physician 1D

ITravis C. Travis

|nBC12345

-State of health

[ Smoker

At the Create Benefits Medical Information screen, the following inputs are required.

Click the enter icon

Field Name Description R/O/C | User Action/Values
From Date of the benefit R Enter the begin date of the
enrollment enrollment
Physician’'sName | Name of the R Enter the Primary Care
Primary Care Physician
Physician
Physician ID ID Number of the R Enter the ID Number
Primary Care
Physician
@ to validate the entries and the click the Save icon to save

the transaction.

NOTE:

The physician is only used for initial enroliment into SAP. The physician

name will be maintained with the provider from that point on.

/

module.

All dependent information will be kept in SAP except the physician information. Any
Add, Change or Stopping of dependents will go through the Human Resources

The initial beneficiary must be in SAP, but changes to an existing beneficiary will be
done by the provider.
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The third and final of the manually entered infotypesis 0021 — Family/Related Person
Directly enter infotype 0021 into the field as we have done for the two previous infotypes

and click the Create icon

With thisinfotype, you will see an interim pop-up window asking for additional
information as shown below.

- ¥ subtypes for infotype 0021 (Family/Relat: ed Pe x|

=0

STyp |Hame

Spouse 3 — Other
Child is used only for
Other beneficiarv

Step-Child

gmmi

| |6 [ & % |

Choose the Family/Related person that we are creating the infotype for. In the example
that we are using, we highlight 1 — Spouse and click the green check mark.
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™ pisplay Family /Related Person i

Infotype Edit Goko  Extras  System  Help

@ FlEcce DMk anaa BRI @
EEE
Persomnein; | 765 Mame [THomAS . Status Adtive
EE group E NF Perzonnel ar 1287 Morthwest R egion MWH
EE subgroup [FT ReaFul Time 55N |#14-95-7812
Fram [a1701/2081 10 [12/31/9999 i [62/88/2881 [H0_P657F2
Family type | Spouse
Personal data
Last name |TESTEROMI
First name |ANGELINA
Gender @ Female O Mal
Birth date [02724/1958
SN [123-45-nuu5y Telno, [368 [555-1212
Street [123 FaNTAIL DRIVE Sep. date [
Street
City/state ISILVEHDALE W W ashingtan
el [ogz1s us™ use
- Physician - Status r Challenge
PhysicianT |R.C. MCEWwAN [T Student [T Disability
IDrumber |23 ™ COBRA Dishudats |
Physician2 | I~ Medicare Leamed —
1D rumber | ™ Smoker
Field Name Description R/O/C | User Actions/Values
From Date Effective date of the R Enter the effective date and
benefit enrollment leave the " To Date” as
12/31/9999”

Family type Relationship R Thisfield will be defaulted
based on the subtype chosen
in the pop-up window menu

Last Name Last name of the R Enter the last name.

beneficiary or
dependent

First Name First name of the R Enter the first name

beneficiary or
dependent

Gender Female or male R Click the radio button next to
the correct selection

Birth Date Birth date of R Enter the birth date as

dependent. Birth required.
date of beneficiary
not required
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SSN Social Security Enter the Socia Security
Number Number of the dependent or
beneficiary
Street/City/State Permanent Address Address of the dependent or
Zip/Country beneficiary
Physician Physician of the Enter the Primary Care
dependent Physician of the dependent
ID Number Physician ID Enter the dependent’ s Primary
number Care Physician ID Number.
Status Student Required if dependent is over
19 years of age
Challenge Whether the Check if the dependent is
dependent is disabled/ handicapped.
disabled/
handicapped.

Once the screen is completed, Click the enter icon

[ ]
click the Saveicon

to save the transaction.

to validate the entries and the

After completing all the dependents and/or beneficiaries, follow the menu path or
transaction code to begin the actual Benefit Enrollment process. (See next page.)
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E Benefit Enrollment Process

Menu Path: HUMAN RESOURCES > PERSONNEL MANAGEMENT >
BENEFITS>ENROLLMENT

Transaction Code: HRBENOOO1

™ Dffer Type for Enrollment

Program Edit Goko  Swstem  Help

@ || IBea@ DHE anaa A @
D & &
Further selections I o2 Search helps | o2 Org. structure

Key date

) Today

(@ Other kepdate |l31|,ll32,.f2l]l]1 _!J
Selection

Personnel number 765 A to I A E:)l

Enter the information for this screen based on the table below.

Field Name Description R/O/C | User Action/Values
Key Date Effective date of R If you are enrolling an
benefits employee on the current date,

the button to the left of
“Today” will be depressed and
no change will be necessary. If
you are enrolling at alater
time, depress the button to the
left of “ Other keydates,” tab to
the input field and enter the
enrollment date using the
format MM/DD/YYYY .
Thisdate must be the date
the employee signed the
forms.

Enrollment must be within 31
days of hire date.

Selection Personnel Number R Enter the employee’ s personnel
number and click the Execute

B .
icon.—_ on the application
tool bar
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You are now at a screen labeled “ Enrollment Offers.”

™ Enrollment: Dffers

Enrollment  Edit  Goto System  Help

&l W@ DHB oon BRI @
“ EZ Getoffer 2 Overview || L

Offers 81/82/2001
= NU Nawy (HMUR)

= #8808765 THOMAS TESTERONI

Open offer 1878172808 - 1173872001
Hew Hire Enrollment /8172861 - @2/ /2081
Anytime changes

Highlight the line reading “ New Hire Enrollment” and click on the pushbutton labeled

&% Get affer . . . .
Get Offer OR highlight the line reading “New Hire Enrollment” and

double click.

The next screen will list al the plans that the employeeis eligible for. Thisisthe point
where we can start the enrollment process.
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Aetna DPental

—= Hedical

fetna Hedical
HHMD Cigna Medical

= Basic Life/AD&D

Basic Life / AD&D
= LTD

Long Term Disability

—= Optional Life

Optional Life

a2/14/2801

a2/14/2801
a2/14/200

021472001

82 /147208081

B2 /1472001

12/31/9999

12/31/9999
12/31/9999

12/31/9999

12/31/9999

12/31/9999

el EIEY
Plan  Edit Gobo Sy felp ]
& || W DHB DDOL0 BE @ Thisisa partial
EhEnral [ v 2 Overview ! EF | 0 I|St|.ng of the '
various benefits
00kipo755 FELISA UIVO that this .
employeeis
0ffer as of 2/1472001 Hew enrollment dates eliaihlefor_
—= Dental

s

[DV2 {1 {200) ™ [mwrsap5 [INS | 10:30

NOTE: Employee must be enrolled in medical in order to be enrolled in dental.
/ Dental appears first on enrollment list, and you can click first and accept, then click on

medical to enroll employee.

The procedure for enrolling employees into any of the eligible plansis essentially the
same. Thefirst step isto highlight the plan and double click on the line. The first screen,
which istypical of all of the benefit enrollment windows, isthe Maintain Health Plan.
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-5 Maintain Health Plan | x|

Persro. | 765 THOMAS TESTERONI
Plan |hetna Dental
Fram |81/02/20801 - [12/31/9999

[T Stop participation in period

O ption | Dependents

- Plan options

Option el ent
Dependent coy. IEmpIu:uyee Orily L‘
-Costz USD Bi-weekly
Ermployee I 3.88 ¥ Deducs pretas
Employer I a.088
D acoent | %
Field Name Description R/O/C | User Action/Values
Option tab To select plan R Option field will default with the
option and dental plan. Click on the
dependent dropdown arrow on the field
coverage labeled Dependent cov. and click
on the coverage the employee has
selected. The employee cost will
automatically appear
Dependent folder Dependents to be R Click on the Dependent folder tab
tab covered to open. Click on the button to the
left of each dependent’ s name. If
there are no dependents, this tab
will not appear. If no dependents
are checked, they will not be
enrolled through the interface.

Click the accept icon @’E‘EEW_‘I at the bottom of the pop-up enrollment window, the
window closes and you will then return to the Enrollment Plan Selection screen.
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Highlight and double click on the next indented plan in which you are enrolling the
employee. We are showing the selection of Basic Life Insurance.

- ™ Maintain Insurance Plan

Persno. | 765 THOMAS TESTERONI
Plan [Basic Life / AD&D
From [a1/82/2881 - [12/31/9999

[T Stop patticipation in peniod

Coverage | Beneficiaries |

Ingurance option and coverage

IkzLr. option IBasic Life / ADED _'_l
Basic cover. | 21,800.88 USD

Al units |2080] X 1.80 USD
Coverage | 21,0800.80 UsSD

Costzs USD Bi-weekly

Employes I
| .00

Emplayer

4.28 [T Deducs pretas

(b Accept I 3% I

We enter and check the information as specified in the table below:

Field Name Description R/O/C | User Action/Values
Coveragetab To select Basic R Insurance option defaults this plan.
Life/AD&D coverage Input 2000 into the “ Addtl units’

field. Thisfield isconfigured to
accept nothing else. You will note
that the Employee cost will
automatically appear.

Beneficiaries Input field R Click on the “Beneficiary Folder”

tab and enter the percentage % of the
benefit to be assigned each
dependent.

Click the accept icon @_’EEEW_tI on the bottom of the pop-up window, the window will
close and you will be returned to the “ Enroliment Plan Selection” screen.

Continue to highlight and double click on each of the indented plans in which you are
enrolling an employee and proceed with each benefit enrollment following the same

procedures as

described above.
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For example, for Long Term Disability Insurance:

- E Maintain Insurance Plan

Pers.no. I §65 THOMAS TESTERONI

Flan |Lnng Term Disability
From |e1/82/2001 - [12/31/9999

[T Stop participation in penod

Coverage |

Inzurance option and coverage

[nzur. option Long Term Dizability

Basic cover | 20,868.88 LSO

Addil units | 8 X 8.88 LSO
Coverage | 20,868.88 LSD

-Costz USD Bi-weekly

Employes I 12 848 [ Deducs pretas
E mployer | a.88

(b Accept | X |

Click on the dropdown arrow on the Ins. Option line. Select either Long Term Disability

or LTD Paid up.

/ Note: If choosing the Long-Term Disability option, the employee cost will

appear. If choosing the Paid up option, the amount will be zero.

Click the accept icon @’Eﬂl on the bottom of the pop-up window, the window will
close and you will be returned to the “ Enroliment Plan Selection” screen.

The next example of the proceduresisillustrated using the Optional Life enrollment.
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d “ Maintain Insurance Plan

. Perz.no. I 765 THOMAS TESTERONI

Plan |optional Life
From |e1/01/2801 - [12/31/9999

[T Stop paticipation in penod

Coverage I Beneficiaries |

-Insurance option and coverage

Inzur. option IEIptiu:unaI Life 1 Sal j
Basic cover. | 21,0080.88 USD

Addil. units | 8 X 8.88 USD
Coverage | 21,0008.88 USD

-Costs USD Bi-weekly

Employes I 3.15 [ Deducs pietax
E rplower | a.848

(b Accept | ® |

X

Enter the appropriate information on the Coverage and Beneficiaries tabs. Click the
Accept M icon and you will be returned to the "Enrollment Plan Selection”

screen.
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The next example of the proceduresisillustrated using the 401K Savings Plan

enrollment.

- 5 paintain Savings Plan

Persno. | 765 THOMAS TESTERON
Plan [401K Plan
From |e1702/2001 - [12/31/9999

[ Stop participation in perod

Contribution regular | Beneficianies Investment3i

Pre-tax contribution Bi-weekly

Bmount! | 8.80 USD [ Roliove
Percentage I-_s

Units | 8 X 8.80 LS50
Post-tax contribution Bi-weekly

Amount | a.88 Usp [T Posttagimmed
Percentage a.8a

Units I 8 X 8.008 UsD

@Accept I 3% |

The inputs for this Maintain Savings Plan screen are asfollows. The table below
explains the inputs for all three of the folder tabs.

Tab Names Description R/O/C | User Action/Values

Contributions Pre-tax, bi-weekly R Percentage. Enter a percentage

Regular contribution amount between 1 —15%. The
system will generate an error if
the percentage is over 15%.

I nvestments Input field. This R Click on the I nvestments tab.
must be selected for Enter the percentage of
new enrollments. investments applicable to each
Changes will be plan. Percentages must total
handled directly by 100%
the vendor.

Beneficiaries Input field. This R Click on the Beneficiaries tab.
must be selected for Enter the % of the benefit to be
new enrollments. distributed to each beneficiary.
Changes will be If the beneficiary is someone
handled directly by other than a spouse, the date
the vendor. must also be entered in the

Spousal Consent field.
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Click the Accept icon M on the bottom of the pop-up window, the window will
close and you will be returned to the “ Enroliment Plan Selection” screen.

/ NOTE: The date of enrollment for this benefit is the beginning date of the next
quarter.

Y ou will proceed through the balance of the remaining available benefit selectionsin
exactly the same way.

The next example shows the Retirement option.

- YMaintain Savings Plan x|
Persno. | 765 THOMAS TESTERONI

Plan |Hetirement

From |@1/81/2002 - [12/31/9999

[T Stop participation in period

Beneficianes |

Fcht I ame Type of dependent/beneficial Con. ﬂ
MARIO TESTERDMI Child u
MARIO TESTERDMI Child [ =
«| | 1*]
Spouse's approval I

(b Accept | -4 |

If the employeeis married and the beneficiary is someone other than spouse, you must
have written spouse approval. Enter the date the form was signed in the “ Spouse's
approval” field.
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Enter the percentage for each beneficiary, designate a contingent beneficiary by clicking
the checkbox (if desired), then dlick the Accept _224eest] jcon
Notice that each time you finished a“Benefit Enrollment” and returned to the

“Enrollment Plan Selection” screen, agreen “check mark” appears to the right of each
completed action.

(5 Enrall

When al the enrollment actions have been completed, click on the Enroll icon
on the applications toolbar.

Y ou will now see a pop-up screen labeled Confirmation of Selected Actions. This
window will show you alist of al the enrolled benefits and their effective dates.

- & Confirmation of Selected Actions

THOMAS TESTEROMNI

Action Flar Fram to &dd. info

Create Aetna Dental 01024200 12/31/3335 1=
Create Aetna Medical 014024200 1243143335 L
Create Baszic Life / aD&D 07024200 12/31/3335

Create Long Term Disability 01022007 1243143939

Create 401K, Plan 07,/02/200 12/31,/9999

Create Retirement 01,401 #2002 1243143335

s Enn:ulll ® Eancell

If al the iwnyzfrmati oniscorrect, click on the Enroll pushbutton on the bottom of the pop-
up window. If not, click Cancel, correct the entry and click Enroll again.

Y ou will see another popup window verifying that the enrollment has been completed
successfully.
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-5 Enroliment: Plan selection ' x|

o {Errollment completed succeszsfully:

Continue | %’:anirmatinnl

At this point, if are connected to a printer and the employee wants a printed
confirmati f al the enrollments, click the Confirmation icon at the bottom of the
window or if you are finished, click on the “Continue” button.

Offers @81/02/280M
= HU Havy (HWR)

= @08068765 THOMAS TESTERONI

Open offer 18/81/72888 - 11738720801
Hew Hire Enrollment gi/e1/2881 - B2/e1/2881 oF

Anytime changes

&

You are returned to the Enrollment: Offers screen. Select the toreturntothe

“Offer type for enrollment” screen to enroll another employee. Click the Exit icon @
on the Standard toolbar to return to the SAP Easy Access Screen.
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|; Employee Changes to Benefit Coverage

When an employee has married, has a new child, divorces or has a change of
circumstances that necessitate a change in some or al of his’her benefit coverage, this
document describes the steps required to make the changes necessary to his/her benefits.

Only plans applicable to the life-changing actions may be modified. If the change
involves adding new dependents, add them through infotype 0021 Family/Related person
if applicable. If adependent isno longer eligible, enter an End date to the record.

IF THEN

Access the system using the menu path:
HUMAN RESOURCE > PERSONNEL
The employeeisinvolved in aposition | MANAGEMENT > ADMINISTRATION >

change or atransfer action HR MASTER DATA > PERSONNEL
ACTIONS (See Step One)

Access the system using the menu path:
HUMAN RESOURCE > PERSONNEL
MANAGEMENT > ADMINISTRATION >
HR MASTER DATA > MAINTAIN
Transaction Code: PA30 (See Step Two)

The employee has alife-changing action
(i.e., Divorce, birth or adoption of achild,
death of a spouse, €etc.)

Step One: Y ou are completing the position change for an employee. This action can
be used when an employee is changing from a benefit non-eligible position to an eligible
one. Infotype 0378 - Adjustment Reasons will roll as the last infotype to complete. Once
the personnel action has been completed, you can complete the Benefit Enrollment.

Step Two:  Thisoption will be used when an employee has alife-changing action of
marriage, birth or adoption of a child, divorce or the death of a spouse or dependent.
Making changes via the Master Data Menu.

To Add a dependent

Menu Path: HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA > MAINTAIN

Transaction Code: PA30

HRV1 — February 2001 5-20




Benefits Management

™ Maintain HR Masber Diata
HE masker caks Eck Gobo Exbres kikes  Sethirgs Svsbsm Help

& I
[Dzenon|2

W Coe 2HE DDLD | BAE &

Peisannd no |."|'|'.-
Mama THOMAS TESTERDNI
EE g [E wr Peic.aies [F287 Bottemt Fiegion bwh
EE sibgap [FT Reg FuiiTime Cost carer [tge cHLDDEwEVER.
PetzcralDala | 831 Peimnd Dale  Benefil Homagon | Tam: |
 [Heath Pz #;I Periad
:Inwan::eFl-ahs w— | ® Peod
| |G Plare o Fi. [ To
B Gensid Berells Inifometon l#'  Todm " Coar ek
| |Adesimart Aoz L Al ™" Cument narth
_Hm""Pm'DEds' I~ From cun dags 0 Lasiwesh
- [ To carerd date ! Laatmoikh
i ' Cunpeeiod " Coamnl pra
— | | ﬂ Chooze
|| L=
Direcd selecton
Infolpe ozl £ 57 |
Field Name Description R/O/C | User Action/Values
Personnel Number | Personnel number R Enter the personnel number of the
of the employee employee, if known. Usethe
dropdown arrow to select in not
known.
Infotype The number of the R Enter the Infotype number into
infotype to be the Direct Selection field or click
Ccreated on Family Related Person. In our

example we are entering infotype
number 0021 — Family/Related
Person.

After clicking the Create icon

asto the type of dependent that you wish to add.

, you will be shown a pop-up window offering choices
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.55\ btypes for infotype 0021 (Family /Relate _)ﬂ
ST H |
2 (3 Other is only used f
er 1s only usea ror
Spouse ST .
5 Er Beneficiary information.
23 Dtheyr
L Step-Child
| ®|6[E| % |

Y ou double click on the selection or choose the subtype (i.e., spouse, child, other, etc.)
and click the green check mark. For our example, we are choosing the subtype: Child.

Screen: | nfotype 0021 -Create Family/Related Person

™ Create Family,/Related Person i
Infotype Edit Goto Extras  Swstem  Help
& | FiBeceDME nnan BEA@
Perzonnel no 765 M ame IW Statuz Active
EE group IE MF Perzonnel ar 1287 Morthwest R egion Mwh
EE subgroup I-I-'_'I'- Reg Full Time SSM |1l1 4-95-T7812 I
Fram Im Ta Im
Famill type |Chid =
Personal data
Last name |TESTERON
First name |MeRID
Gender O Female ® Male
Bith dete [02/06/2001
SN [e91-22-4n56 Telnn, [360 [555-1212
Street [1z3FanTAIL DRIVE Sep. date [
Street I
Cityfstate SILVERDALE IW
Zipdoauntny W IF
Physician Status Challenge
Phyzicianl IWALTEFI T WwWAaNGER [T Student [~ Disability
D rumber |25 I~ COBRA Dissbdate |
Phpsician2 I [ Medicare Learned I—
1D number I [ Smoker

The table below will describe the information that we have used to fill out the infotype
correctly. In our example, we added a child as a dependent.
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Field Name Description R/O/C User Action/Values
From date Effective date of the R Enter the effective date.
benefit Leavethe“To Date’ asthe
default 12/31/9999
Family type Relationship R Thiswill default based on the
subtype chosen on the pop-
up window.
Last Name Last name of the R Enter the last name of the
dependent or dependent
beneficiary
First Name First name of the R Enter the first name of the
dependent or dependent
beneficiary
Gender Male or Female R Check the radio button next
to the correct choice
Birth date Birth date of the R Enter the birth date of the
dependent dependent. A beneficiary
birth date is NOT required.
SSN Social Security R Enter the Socia Security
Number Number of the dependent or
beneficiary.
Street/City/State/ Permanent Address R Enter the address of the
Zip/Country dependent or beneficiary
Physician The dependent’s R Enter the Primary Care
physician physician of the dependent
ID Number Physician ID R Enter the ID number of the
Number physician.
Status Student C Required if dependent is over
19 years of age
Challenge Whether the C Check if the dependent is
dependent is disabled/ handicapped.
disabled/
handicapped.

Press the enter key or the green check mark

click the Saveicon

SAP Easy Access Menu.

@

to verify the accuracy of the entries and

to save the record. Y ou may now use the @ to return to the
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To Change dependent information:

This option will be used when an employee has a life-changing action (e.g., divorce,
death of a dependent, over-age dependent, etc.).

Menu Path. HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA > MAINTAIN

Transaction Code: PA30

™ Maintain HR Master Data

HR master data Edit Goto  Extras  Utlities Settings Swstem  Help

=2l CIHe@ae DHE D000 |ER @
Dewmaoalr

Personnel no. |?65 A

Mame ITHI]MHS TESTERDHNI

EE aroup IE MNF Perz.area |1 287 HMorthwest Region MwR

B e [FT Reg Ful Time T [us0 CHILD DEV EVE P..

Persanal D ata | Addtl. Personal Data  Benefit Information | Taxes |

Health Plans w#|~| [Period
1 Inzurance Plang wl— | @ Peiod
i Savings Plans o Fr. I Tao |
General Benefitz Information W Cl Today ) Cur week
|| Adjustment Beasons 4 4l O Curent manth
L Recur. Payments/Deds. ) From curr. date ) Last week
| 1 Tacurent date 1 Last marth
| 1 Cur. perind ) Cument pear
L j E Chooze |
Direct selection
Irfotype 0021 *|sTy |
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Field Name

Description

R/O/C

User Action/Values

Per sonnel Number

Personnel number
of the employee

Enter the personnel number of the
employee, if known. Usethe
dropdown arrow to select if not
known.

Infotype

The number of the
infotype to be
created

Enter the Infotype number into
the Direct Selection field or click
on Family Related Person. In our
example we are entering infotype
number 0021 — Family/Related
Person. OR you may also click on
the box next to the Action Type
line labeled Family/Related
Person.

e
Click on the document Overview icon “* . This accessesthe List Family Related

Per son screen as shown on the next page.

™ List Family /Related Person

Infotype Edit Goko  Extras  Swsktemn Help

& || Imead | M noon  BE|@
0O o @

Fersonnel no 765 Marne ITHDMRS . Status Auctive

EE group F MNF Personnel | ar |1 287 Morthwest Fegion bd'wF

EE =ubgroup FT BegFul Time S5M Ill1 3957812

@2 Choose |n1fﬂ1f1san to |12;3119999 STy |

_| T Last name First name G | Birth dt
Al
2

TESTEROMI MaRIO k| 02A06420010

LDIH]

4 ] |

Click the box beside the name of the dependent that you wish to change. In our example,
we have checked the box next to the spouse, Angelina Testeroni.

&

We now click the change icon (the pencil).
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Y ou should now be at the screen titled “ Change Family Related Person”.

Screen: Change Family Related Person

™ Change Family /Related Person

[nfotype  Edt Goto Exras  System Help

e || D H CQ@2HE avaa TN @
o2 s
Fleraved o 765 Hatie [THomes . spene A
EE gioup [5 wF Feesnnngl & 1287 MiiFwsat Rieckor M/F
EE subarey [FT ReqFuilTime 55 [sin-es-7a12
Fram [a1/mrzom 1o ﬁlmﬂ Cra [W2/08/2001 [HO_PE5TFZ
Famiy = [Spuu:e :I
Personal data [:3
Lad reme [TEsTERDM — /
Fist name [eHEELHA
Gerekr @ Femds Mk
Bith daie 82/25/ A58
55H Telna [aan [555-1212
Strees: [123 AT AL DRIVE Sep, dohe
Sireet A
Cilpfalale ILVERDALE fun " wahingion
[oma1s Joz~ uss
Slatus Challenge
[Fe e [ Shaert [ Disabity
[2a I~ coeRa Disshoee |
| I Hedeas Lecired
[ I Smoker

Inthe“To” field, as shown on the screen, change the field to reflect the date of the
change (e.g., the divorce date).

Click the Enter key or the green check mark @ . You will receive a message stating the
date of the record has been delimited. Enter again to accept the change.

[ ]
Click on the Save icon

Y ou will now be back to the List Family Related Person screen. Y ou may now use the

&

green back arrow _ =" to return to the Maintain M aster Data screen.

to create/change all the dependents and/or beneficiaries for the employees before

/ NOTE: A time saving tip for processing a large number of these changes, would be
proceeding to the next step.
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After creating and/or changing all dependents and/or beneficiaries, we must manually

create infotype 0378 — Benefit Adjustment Reason.

Thisinfotype will be required before attempting any enrollment into the benefit plans.

™ Maintain HR Master Data N

HR master data Edit Goko Extras  Utilitiss  Settings System  Help

& |

e ce@DME DL RE(®

lDewoaml

Personnel no. |?65 A

I arre ITHI]I‘IHS TESTEROHI

EE group E MF Perz.area W Morthwest Fegion kM4wWh

EE subaroup Iﬁ Reg Full Time Cost center 4808 CHILD DEV EVE P..
Persanal D ata | Addtl. Perzonal Data I Benefit Information I Tares I
: Actions Period
| |Personal Data ® Period
|| Organizational & zzignment Fr. Tao I
:Addresse& ) Today ) Curweek
; Basic Pay O Al ) Current morth
| el e ) From curr.date O Last week
L Pmence ) Tocurent date 1 Last manth
L Additional Perzonal D ata e e @) i e
|| Education ) L5 s |
| DoD ¢ Mwh Specific Data
Direct selection

Infotype 0378 * 5Ty |

Field Name Description R/O/C | User Action/Values

Personnel Number | The employee's R Enter the Personnel number of the
personnel number employee. If you do not know,

click the down arrow and do a
search based on the employee's
social security number.

I nfotype The number of R Enter the infotype — 0378 or click
the infotype to be on the Benefit tab and click the
created box next to the Benefit

Adjustment Reason.

Click on the Createicon B
Adjustment Reason”

on the toolbar. Y ou should now see the screen “ Create
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™ Create Adjustment

Infotype Edit Goto  Extras System Help

& || ImCceg 2MK anaa FR | S
i B2
Personnel no 765 M arne ITH[IMFIS . Status Active
EE group IE MF Personnel ar 1287 Morthwest Region MWE
EE [FT ReaFull Time 55M [414-95-7812
Fram |ﬂ2/l38/2l3l]1 to |12/31/9999
Benefit area |Nav_l,l [MfR]
Adiustment reazon |Family Statuz Change j

-H peyiation from end date

1243143333
0311200

Current end date;

Calculated end date:

Do yau want ta replace the current

end date with the calculated end date?

Mo

|

Cancel

Enter the information in the fields as specified on the table below.

Field Name Description R/O/C | User Actions/Values
From date Effective date of the R Thefield will default from the
benefit change. current date. Enter the effective

date of the life-changing action
(e.g. birth of achild), It must be
within 31 days. Leave “To
Date’ as 12/31/9999.

Benefit area Benefit area R Thiswill default to Navy MWR
and can not be changed.

Adjustment Reason for the life- R Use the dropdown arrow to

Reason changing action select Family Status Change or

HIPAA Certificate. A pop-up
window labeled “ Deviation
from end date” asks“Do you
want to replace the current end
date with the calculated end
date?’ Click on the Y ES button.
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Click the Enter key or the green check mark @ . Save your entries by clicking on the

[ ]
Saveicon = )

0021) and the Benefit Adjustment Reason (using infotype 0378), use the menu path

/ NOTE: After creating/changing all dependents and/or beneficiaries (using infotype
below to begin the Benefit Enrollment Process.

Menu Path. HUMAN RESOURCES > PERSONNEL MANAGEMENT >
BENEFITS>ENROLLMENT

Transaction Code: HRBENOOO1

Enter the information in the fields as specified in the table below:

™ Dffer Type for Enrollment

Program Edit Goto  System  Help

& | fdleceCMp anan | BR @
|® o8 =
Further zelections | o2 Search helps | o Org. ztructure

-Keyp date

® Today

() Other keypdate |
~Selection

Personnel number |P’65 ﬂ ta | A _':bl
Field Name Description R/O/C | User Action/Values
Key date Effective date of R Enter the date of the effective

the benefits benefit enrollment, either the date

of the personnel action or the date
of the life-changing action.

Selection Personnel R Enter the employee’ s personnel
number number or use the dropdown arrow
to select.

Click the Execute icon E to open the screen labeled “Enrollment Offers”
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™ Enrollment: Offers

Enrollment Edit Goto  System  Help

& |

1 ECcaee DHR DN | BEA @

“ E}Get offer ﬁﬂverview | | Cil
A

Anytime changes

Highlight the line “Family Status Change” and click on the “ Get offer” pushbutton on

1878172088 - 11/738/2001
g2/08/2061 - 83711720801

the toolbar, or highlight “Family Status Change’ and double click on it.

Y ou are now at the “ Enrollment: Plan Selections’ screen.

808688765 THOMAS TESTEROMI

Offer as of

—= Dental

Aetna Dental

—= Hedical

Aetna Medical

HHMO Cigna Medical
HHO Grouphealth
HHO KPS

—= Basic Life/AD&D
Basic Life / AD&D
—= BB (k)

41K Plan

— = Retirement

Retirement

HRV1 — February 2001
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az2/n9/2001
az2/09/2001

82/89/2001
a2/89/2001
a2/89/2001
a2/089/200

az2/a89/2801

a2/89/2801

a1/81/2002

1273179999
1273179999

1273179999
12/31/9999
12/31/9999
12/31/9999

12/31/9999

12/31/9999

1273179999
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NOTE: The screen above lists all the plans in which the employee is currently enrolled

(marked by a green circle) and which may be changed based on the adjustment
reason. You may now start the enroliment change process. Only applicable changes

can be made.

The process to change is essentially the same as the process for the original enrollment.

x
Pers.no. I 765 THOMAS TESTEROMI

Plan {netna Hedical
From |82788/2001 - [12/31/9999

[T Stop participation in period

Option  Dependents I

Select. Mame Type of dep./ben. E
[ |ANGELINA TESTERON| Spouse B
v M&RIO TESTERONI Child L
Kl [
IE]

@ Accept | ®x |
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Field Name | Description R/O/C | User Action/Values
Option folder | To select the option R Option field will default with the
tab of medical chosen plan and cannot be changed.
coverage
Dependent To select R Click on the dropdown arrow and
Coverage appropriate select the type of coverage preferred.
coverage (Family, Employee Only, Single, etc.)
Y ou will note that the employee cost
will appear.
Dependents | Dependents to be R Click on the tab to open the folder.
folder tab covered Click on the button to the left of each
dependent(s) you are enrolling in
coverage or removing from the plan.
Clicking to remove the check mark
del etes the dependent.
Note: if there are no dependents, this
tab will not be visible.

Anillustration of how the process works is shown on the Maintain Health Plan window
above. We have removed the check mark from the select field shown to the left of the
named dependent for the line with the Name “ Angelina Testeroni” onit. Thiswill

on the bottom of the window.
We return to the Enrollment Plan Selection screen again.

Continue to highlight and double click on any of the indented plans for which you wish
to make changes. The only changes that you will be allowed to make to the following
insurance plans will be to the beneficiaries.

Basic Life/AD&D Insurance
Optional Life

Long Term Disability

401K Savings Plan
Retirement

Notice that each time you finished a“Benefit Enrollment” and returned to the
“Enrollment Plan Selection” screen, a*“check mark” appears to the right of each
completed action.

. . . @ Enrall
When all the enrollment actions have been complete, click on the Enroll icon
on the applications toolbar.
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Y ou will now see a pop-up screen labeled Confirmation of Selected Actions. This
window will show you alist of al the enrolled benefits and their effective dates.

™ Confirmation of Selected Actions ]

JULls CauDiLL
Actioh Plan Fram ta Add. info
Change Aetna Medical 03/15/2001 12/31/3339

& Enrolll X Eancell

Enroll
If all the information is correct, click on the Enroll pushbutton ﬂ on the bottom of
the pop-up window.

Y ou will see another popup window verifying that the enrollment has been completed
successfully.

-5 Enroliment: Plan selection x|

o :Erroliment completed successfull:

Continue | %:anirmatinnl

At this point, if are connected to a printer and the employee wants a printed
confirmati f al the enrollments, click the Confirmation icon at the bottom of the
window or if you are finished, click on the “Continue” button.
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You may continue on with another employee or, if you are finished, click on the Exit icon

@ on the standard toolbar to return to the SAP Easy Access menu.

Printing a HIPAA Certificate:

If thereis aneed to print a Health Insurance Portability & Accountability Act (HIPAA)
certificate, follow these steps:

Menu path. HUMAN RESOURCES > PERSONNEL MANAGEMENT >
BENEFITS > FORMS > HIPAA certificatereport

™ HIPARA Cesttificabe Repart
Pragren  Edt Gobks System  Help

€ [T [IBeae 2HE anaa IE @
leea=
Frathe: seleciors I = Seaich helps | i Sol |
Prerind
{ Toda 0 Curerk morih 1 Cureed yacr
T Up o boday " Fromodep
% (s pencd * To
Fiateaon sebeacion pencd T
FPeayiol penod
- Sedacton
Parrormel rmbs —'-"l-'l-'_" = —_ L
Emplnprert stahis fir =]
Compary code I o
Payrall aiee o =15
Pare srasisubanas oot canhs fiy =
Employea graundubgoun [ | o [ S
FORMMAME HR_HIPAA_FORH &

After using the various report options as described in the chapter titled Reports, we
decided to print only the HIPAA certificate for Personnel ID Number 765. Click the

Executeicon E Y ou will be reminded to specify an Output Device (Printer) before
the report will be displayed.
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X

Output device Ihq_45?_1 _camp? * |
HLO Comp Swes in HR War Room
Murnber of copies |1
Page zelection I
Spool request
Name [scRIPT | [HQ_P657F2
Tille [
Autharization |
Dutput options Cover page

[~ Print immediately

[ Delete after print

[ Mew spool request

Spool retention per. E Dray(s)

Mao cover page

Recipient

Departrment

Archiving mode IF'rint anly

Print previewl 0 Printl Cancel |

We clicked the Print preview icon to receive the following excerpt from the HIPAA

certificate.

Certificate of Creditable Coverage (HIPAA)

IMPORTANT: This certificate provides evidence of your priaor healthcoverage.
furnish this certificate if you become eligible under a group health plan that excludes coverage for
certain medical conditions. This certificate can bhe provided if medical advice, diagnosis, care or
treatment was recommended or received for the condition withinthe G-month period prior to yvour
enrollment inthe new plan. You may also need this certificate to buy for yourself ar your family
aninsurance policy that does not exclude coverage for medical conditions before you enrall.

Date certificate issued: 02/09/2001

You may need to

Person certified:

city: MEMPHIZ
Country: 1J3

Name: TESTEROMNI, THOMARS

Street address: 122 MAIN STREET
State: TH

Relationship of certified person to employee: SELF
Emp. Hame: TESTEROMNI, THOMAS

SSN: 414957812

Zip: 38133

SSN: 4149857812
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|; Employee Benefit Termination

This procedure will outline, in detail, the steps required to remove a terminated employee
from the Benefit Plans for which he had been eligible.

Use the following menu path to begin the process.

Menu path: HUMAN RESOURCES > PERSONNEL MANAGEMENT >
BENEFITS>TERMINATION

Transaction Code: HRBENO0014

™ Terminate Participation

Program Edit Goto Syskem  Help

& || FBlece DR anaaFRA|@
e B a
Further selections | = Search helps | o Org. structure
Key date
@ Today
) Other keydate I—
Selection
Perzonnel nurnber I_?Eﬂ ta I—/J _':DI
Field Name Description R/O/C | User Action/Values
Key date Date benefits are to R The“Today” button will be
be terminated— depressed. If benefits are to be
termination of terminated at a different date,
benefits date MUST depress the button to the left of
be the first day of the “Other keydate” and enter the date
pay period that benefits are to be terminated into
deductions are to stop the input field.
Selection Personnel Number R Enter the Personnel number of the
employee whose benefits are being
terminated.

Click on the Executeicon® — .

Y ou will see the next screen: Termination Overview
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Benefit plans  Edit Goto  System  Help

@ || R CeeDHE DL BEA|®
“ alZ] Terminate participation 2 Overdew | B | ]

Plan participation 82/8%9/2881 Termination

= HU Havy (HMUR)
=  g8888765 THOMAS TESTEROHI

Dental

Hedical

Basic Life/AD&D
LTD

Boick)
Retirement

B HBEBBME
HEEEHERE

The screen givegyou alisting of al the plans in which the employee is currently enrolled.

If terminating all the benefit plans an employeeis currently enrolled in, click on the

Sdlect all/icon = and all the small indicator boxes to the Ieft of the plans are

checked.

If you are terminating an individual plan, click on the empty box to the left of the
individual plans.

A window will open verifying selected plans to be terminated.

= Tarminake Flan Participation

|
iPaticepanon in 2al ackad plaf lupa s vl Ba e nated:
J Pz, Herre Flan ipn T
[+ |000007SE | THOMSS TESTEROHI Deneal =
!F_IIIJJIJTE THOMAS TES TEROMI Wimchical —
[ 00000755 | THOMAS TESTEROHI Basic LifefaDan
[#|000007ES | THOMAS TESTEROHI LTD
[ 000007EE | THOMMS TESTEROHI k]

IF_IIC["J-"E THOM=S TESTERDHI Rafienant

KX

F

(Ep Taiminaia pmnahmj Salac! HI[ E Deseket aIJRI
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Click on the Terminate participation pushbutton & Teminate patizipation | on the bottom of
the window.

Another window will open with the message “For XXX of XXX plan types, plans have
been delimited or deleted”

- B Termination: Dverview |

For 6 of B plan types, plans have been delimited or deleted:

|

Click on the green check mark at the bottom of the window. The window will close and
the benefit plans checked have been terminated as of the effective date entered.

We have expanded the entire Benefit Plan tree to show that each of the plans now has a
termination date next to it. See the screen as shown on the next page.
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™ Termination: Overview

Benefit plans  Edit  Goto System  Help

&l TmeeeoHB DNLoN BE @
“ 7] Terminate participation 2 Dverview | B | Cal

Plan participation 82/89/2881 Termination

= HU Havy (HMUR})

1 §0888765 THOMAS TESTERONI Termination

dates

&= O Dental
Aetna Dental /8272081 - g2/89/2001 a2/089/2001

edical

o

Aetna Hedical |/se2/2a001 - A2/709/72001 62/709/2801

—= O Basic LifefAD&D

-

Basic Life / AD&D |/se2/2a001 - A2/709/72001 62/709/2801

|
k¥
O
=

TD

-

Long Term Disability @1/@82/2881 - p2/0972881 82/7@9/2881

— & O a81(k)

-

481K Plan 82/88/20881 - A2/709/72001 62/709/2801
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Print a Confirmation of Termination Form

Y ou can print a confirmation of the Termination of Employee Benefits. Follow these
steps:

HR>PM>BENEFITSSFORMS>CONFIRMATION

N Print Confirmation Letter (Tree Structure) ==l %]
Frogram  Edit Goto  System Help -
@l ClHeee SRR anaa BRE|@
|® & B
Further selections I =3 Search helps | =3 Org. structure
Period
® Today ) Curent month ) Cument pear
) Up to today ' From today
) Other period I To I
Selection
Personnel number 755 A to I A o |

[Dvz [111200) > | mwrsapG [INS | 10:33

Enter the date benefits were termination and the personnel number.

Click the Execute icon

This confirmation will show the termination dates and applicable benefits plans.
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The termination process has been completed. Use the Exit icon @ to return to the SAP
Easy Access screen. If thereisaneed to print aHIPAA certificate, follow these
instructions:

1. Inthe command field, enter /NTHIPAA. Press the Enter key or click the green
check mark.

2. Youareat the HIPAA Log of Issued Certificates screen. Click on the Issue
cert. push button. You will be shown the HIPAA Certificate report screen.
Follow the guidelines from the previous chapter.

3. Enter theindividual personnel number of run multiple ones by following the
general report methods and techniques.
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|; Rehire Employee Benefit Enroliment

This procedure will outline, in detail, the steps required to enroll arehired employee into
the benefit plans for which they are eligible.

Use the following menu path to begin the process.

Menu Path: HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA > MAINTAIN

Transaction code: PA30

™ Maintam HR Master Data

HP mator dica EdE Goto Extas LERKKS Softinoe Sitom Help

& TH o 2R N on|ER @

Dsexndal

Parmonnelno [-" A5

5
Hame ITH.HHE TESTERDHL
EE group F MWF Peis siea I'I2Ii" Motbwedt Regon kiwh

EE suboiup [FT Fogratin Ll cordir [nen CHILD DEY EVE ..

PrrsaneiDta | Addil Perscnd Dot | Bevefl inbomation | Teses |

T lacie a| Feiod
: Peisonal Dals {5 P
[ {mperizstinnel tssicrmen: Foo | Ts
:m:m 1 Todsy 1 T ek
B oy Croal 1 Cumard noR i
F iy F nlabed Prazony " From cur dein Ct Laslvmnk
Fuiraidarocn Shalie 0 Tocumst deis ) Lasi marth
ional Pesoral Dista 1/ Co, i O Cumerd jes
Echucaion = Crocea
DOD S WA Spedic Dats -
Omect pebection
Irloype [T gty [
L

We have entered a Personnel 1D number in the Direct selection part of the window, and

the infotype that we wish to create, in this case, infotype 9003 — Retirement Plan Data at
Termination.

Thisstep iscritical for an employeein order to capturetheinformation that ison
theretirement application concer ning previousretirement infor mation.

Click the Create Icon N on the toolbar.
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™ Create Retirement Plan Data at Termination i

Infotype Edit Goko  Exktras  Swysktem Help

I lca@ DM Do | BEE @

| & |._|

“ gl & 2
Personnel ro 765 Marne [THOMAS . Status Active
I i [5 nF e [1zs7 Morthiest Ragion MR
EE subgroup [FT RegFull Time 55M |41u-95-7g12
From [p2708/2001 2| to  [12/31/0999
BUPERS or other NAFI Retirement Plans
Previous Participation in Plan I
If res. Fetiement Plan Option | | M/
If Discontinue, Date |
Field Name Description R/O/C | User Action/Values
From Date The starting date of R Enter the Starting date or use the
the plan enrollment dropdown arrow to select
ToDate The end date of the R The field will default to
employee participation 12/31/9999. Do Not Change
Previous Were they in the plan R Enter Y or N to answer whether
participation in | before? the employee was in the plan
plan before
If Yes, User defined C If the answer to the previous
Retirement question was Y es, use the
plan option dropdown arrow to select the
appropriate answer from the
following choices:
A — Cash Surrender
B — Paid up Annuity
D — Discontinue
If discontinue, | User defined C If the answer to the previous
Date guestion was “ Discontinue”, you
must enter the date of the
discontinuance. A Retirement
Plan deduction may be stopped by
the employee at any time
voluntarily.
&

When the inputs are correct, click the Enter icon
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Y ou will be reminded to save your entries. Do so by clicking on the Save icon

=

The second of the three infotypes to be manually created is infotype 0376 — Benefits
Medical Information. Thisiswhere the employee’ s physician name and other related

information is stored.

The number 0376 is entered directly into the infotype field in the Direct selection part of

the window as we have done with the first infotype.

| ™ Maintain HR Master Data
HR master data Edit Goto  Extras  Utilities  Settings  Swstem  Help

@

| Bcee LMk anaa FNE @

Dewmonle

Personnel no. |?65 A
Mame [THOMAS TESTERONI

EE group E MF Pers.area

EE subgroup Iﬁ Reg Full Time Cost center

Personal Data | Addtl. Personal Data | Benefit Information I Taxes |

|1 287 Morthwest Region MR

IJ-ISB CHILD DEY EVE P..

[ Jactions W~ Period
| |Personal Data W¥— | ® Peiod
i Organizational Azsignment qf Fr. To |
: Addresses o O Today O Curweek
I Basic Pay | O Al ) Current month
[ Family/Related Person ¥ O From cur date O Last week
L] Residencs Status V ) Ta curent date ) Last month
I Additional Personal Data %4 ‘& i O Curent year
L Education | | E Choves |
I DaD / Mwh Specific Data LI
Direct gelection
Infatype Benefitz Medizal |nfarmation STy |
0 Record created
@ Help |
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Click the Createicon

again to open the following pop up window.

™ Create Benefits Medical Information N

nfotype Edit Goto  Extras  System  Help

@ | B RHE anan RE|®
[ “9

Personnel no 765 MName ITHDMHS .. Status Bctive

EE group IE MF Personnel ar 1287 MHorthwest Region Mwh
EE subgroup I_F—T_ Reg Full Time S55M |1I1ll—95—?812

From IB2KBS!2BB1 to |12!31f9999

‘Doctors

Physician name
Physician 1D
Physician name
Physician 1D
Physician name

Physician 1D

ITravis C. Travis

|nBC12345

-State of health

[ Smoker

At the Create Benefits Medical Information screen, the following inputs are required.

Click the enter icon

Field Name Description R/O/C | User Action/Values
From Date of the benefit R Enter the begin date of the
enrollment enrollment
Physician’'sName | Name of the R Enter the Primary Care
Primary Care Physician
Physician
Physician ID ID Number of the R Enter the ID Number
Primary Care
Physician
@ to validate the entries and the click the Save icon to save

the transaction.

NOTE:

The physician is only used for initial enroliment into SAP. The physician

name will be maintained with the provider from that point on.

/

module.

All dependent information will be kept in SAP except the physician information. Any
Add, Change or Stopping of dependents will go through the Human Resources

The initial beneficiary must be in SAP, but changes to an existing beneficiary will be
done by the provider.
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The third and final of the manually entered infotypesis 0021 — Family/Related Person.
Directly enter infotype 0021 into the field as we have done for the two previous infotypes

and click the Create icon

With thisinfotype, you will see an interim pop-up window asking for additional
information as shown below.

- ¥ subtypes for infotype 0021 (Family/Relat: ed Pe x|

=0

STyp |Hame

Spouse 3 — Other
Child is used only for
Other beneficiarv

Step-Child

gmmi

| |6 [ & % |

Choose the Family/Related person that we are creating the infotype for. In the example
that we are using, we highlight 1 — Spouse and click the green check mark.
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™ pisplay Family /Related Person i

Infotype Edit Goko  Extras  System  Help

@ FlEcce DMk anaa BRI @
EEE
Persomnein; | 765 Mame [THomAS . Status Adtive
EE group E NF Perzonnel ar 1287 Morthwest R egion MWH
EE subgroup [FT ReaFul Time 55N |#14-95-7812
Fram [a1701/2081 10 [12/31/9999 i [62/88/2881 [H0_P657F2
Family type | Spouse
Personal data
Last name |TESTEROMI
First name |ANGELINA
Gender @ Female O Mal
Birth date [02724/1958
SN [123-45-nuu5y Telno, [368 [555-1212
Street [123 FaNTAIL DRIVE Sep. date [
Street
City/state ISILVEHDALE W W ashingtan
el [ogz1s us™ use
- Physician - Status r Challenge
PhysicianT |R.C. MCEWwAN [T Student [T Disability
IDrumber |23 ™ COBRA Dishudats |
Physician2 | I~ Medicare Leamed —
1D rumber | ™ Smoker
Field Name Description R/O/C | User Actions/Values
From Date Effective date of the R Enter the effective date and
benefit enrollment leave the " To Date” as
12/31/9999”

Family type Relationship R Thisfield will be defaulted
based on the subtype chosen
in the pop-up window menu

Last Name Last name of the R Enter the last name.

beneficiary or
dependent

First Name First name of the R Enter the first name

beneficiary or
dependent

Gender Female or male R Click the radio button next to
the correct selection

Birth Date Birth date of R Enter the birth date as

dependent. Birth required.
date of beneficiary
not required
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SSN Social Security Enter the Socia Security
Number Number of the dependent or
beneficiary
Street/City/State Permanent Address Address of the dependent or
Zip/Country beneficiary
Physician Physician of the Enter the Primary Care
dependent Physician of the dependent
ID Number Physician ID Enter the dependent’ s Primary
number Care Physician ID Number.
Status Student Required if dependent is over
19 years of age
Challenge Whether the Check if the dependent is
dependent is disabled/ handicapped.
disabled/
handicapped.

Once the screen is completed, Click the enter icon

[ ]
click the Saveicon

to save the transaction.

to validate the entries and the

After completing all the dependents and/or beneficiaries, follow the menu path or
transaction code to begin the actual Benefit Enrollment process. (See next page.)
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|; Rehire Benefit Enrolliment

Menu Path. HUMAN RESOURCES > PERSONNEL MANAGEMENT >
BENEFITS>ENROLLMENT

Transaction Code:

HRBENOOO1

Y ou will see the opening screen, Offer Type for Enrollment. Enter information into the
field(s) as specified in the table below the screen picturization.

™ Dffer Type for Enrollment

Program Edit Goto Swstem  Help

G |

‘B cea@CHE anaa PA|®

@ & &

Further selections

I o Search helpz I

(=] Org. structure

Key date

(] Today
) Other keypdate

—

Selection

Perzonnel number

| 530 |

[ 4 ==

Field Name

Description

R/O/C

User Action/Values

Key Date

Effective date of the
benefits

If you are enrolling the newly
rehired employee in the current
date, the button to the left of
“Today” is depressed, no input
isrequired. If you are
enrolling at alater date,
depress the button next to
“Other keydate’, tab to the
input field and enter the
effective date as
MM/DD/YYYY.

Thisdate must bethe date
the employee signed the
forms.

Enrollment MUST be within
31 days of the rehire date.

Selection

Personnel Number

Enter the Employee’s
personnel number, if known.
Use the dropdown arrow to aid
in the selection if the Personnel
Number is not known.
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&

Click the Executeicon )

Y ou now will be shown the “ Enrollment Offers’ screen.

™ Emerpiirrient (fers

Emnvolliesnt B <obo Systen  Help

Gl = riecaoe DHE ODAD EDE|@
B Gt ) 3 Do | ] D | 1

OFFers B2 11200
|—El HU Havy (HHE)
O BE@PEsaE ALEJD DMOHIHEUVEZ

—lpem ofFfer 10/ 01 /2008 - 115302 801
T . 211200 - 13 b

—Rnytime chamges

NOTE: Employee must have an existing infotype 0378 — Adjustment Reasons infotype
which will be created during the rehire action.

Y ou may access the next screen using either of these two methods:

.y . . . . E}‘Get offer
Highlight the Rehire line and click on the Get Offericon: ~— onthe

Application toolbar.
Highlight the Rehire line and double click.
Y ou will now be at the screen labeled “ Enrollment: Plan Selections’

This screen, partially shown here, lists al the plans in which the employeeis éligible to
enrol| at thistime.
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88888638 ALEJO DOMIHGUEZ

=

O0ffer as of

Dental

Aetna Dental

—=

Medical

Aetna Medical

HHO Grouphealth
HHO KPS

Standard Insurance Dental

HHMD Cigna HMedical

a2/11/28m1

Highlight and double click on the indented plan in which you are enrolling the

employee.

We have highlighted and double clicked on Aetna Dental to illustrate the process. Y ou
will now see a pop-up window named Maintain Health Plan. Enter and check the
information as specified in the table below.

Field Name Description R/O/C | User Action/Values

Option folder To select plan and R Click on the dropdown arrow by the
dependent dependent coverage field to choose
coverage the coverage.

Dependent Dependents to be R Click the Dependent folder to open.

folder covered Click the button next to the dependent

name as shown on the screen below.
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- B pmainkain Health Plan x|
Pesno. | 630 ALEJO DOMINGUEZ

Plan jfetna Dental

From jg2/12/72801 - [12/31/9999

[T Stop participation in period

Option Dependents |

Select. MHame Type of dep./ben. i

v M&R14 DOMINGUEZ Spouse 4
1 I
=

(b Accept I ® |

Click on the Accept icon on the bottom of the pop-up window and the window will close.
Y ou will return to the ‘ Enrollment Plan Selection” screen.

Highlight and double click on the indented plan in which you are enrolling
the employee.

We have highlighted and double clicked on the Aetha Medical Plan.
The screen below shows the first tab of the Maintain Health Plan for the Aetha Medical

Plan selection. We have used the dropdown arrow to select Family coverage and the
system calculated the bi-weekly cost to the employee as shown on the window.
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- 5 Maintain Health Plan i x|
Pesro. | 638 ALEJO DOMINGLIEZ

Plan |netna Medical

From |a2/12/20801 - [12/31/9999

[ Stop participation v perod

Option | Dependents |

Plan options

Option | #etna Med -POS =l

Dependent cov. &
Costs USD Bi-weekly

Employee I 75.88 ¥ Deducs pretax

E mployer I a.aa

@ Accept | 4 |

After checking and verifying the entries on the first tab, we click on the Dependents tab.

x
Perz.no. I 638 ALEID DOMINGUES

Plan [petna Medical
From [82/12/2801 - [12/31/9999

[T Stop participation in period

Optionr Dependentsz |

Select. Mame Type of dep./ben. E

MaRA DOMIMGUES Spouse =
1 [*]
E!

@ Accept | ® |
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We have clicked the Select box next to the name of the spouse to enroll her and then click
on the Accept icon on the bottom of the pop-up window and the window closes.

We have gone through the process for one more of the eligible plansto illustrate the
process. We have chosen the Retirement plan athough we haven’t shown the input
screens.

criteria. This enrollment date is based on the information stored in Infotype 0041 — Date
Specifications for Retirement Plan Eligibility.

/ NOTE: You must verify eligibility for retirement enrollment based on the eligibilty

This now finishes all the available selections. Y ou have returned to the Enrollment Plan
Selection screen. Notice that each time you finished a“Benefit Enrollment” and returned
to this screen, a check mark appeared to the left of the completed action.

™ Enrollment: Plan selection
Plan Edit Goko Swsterm  Help

&l IR @@ DHR anon BE|@
“@Enmll Et@ ﬁﬂvewiew|ﬁ@|&}

AAAAAG3 8 ALEJD DOMINGUEZ
e as of Bz2/12/20m Hew enrollment dates
—=\ Dental

Aetna Dental A2/1272801 — 1273179999 oF
Standard Insurance Dental a2s12/2881 - 12/31/9999

—= HMadical

Aetna HMedical A2/1272801 — 1273179999 oF
HHO Cigna HMedical 8z2/1272a81 - 12/31/9999
MO Grouphealth 8z2/12752881 - 1273179999
NMO KPS g2/12/2001 - 12531/9999

—= Retirgment

Retirement 02/11/2082 - 12/31/9999 «

Now that the enrollment actions have been completed, click on the Enroll icon on the
Applications toolbar.
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Y ou will now see a screen titled “ Confirmation of Selected Actions’. This screen
shows you alist of the benefits and the effective dates for this employee.

- ™ Confirmation of Selected Actions x|

ALEJO DOMINGUES

Action Flan From ko Add. info ﬁ
Create Lietha Dental 021220070 12431./9999 b=
Create Letna Medical 0z/A12/200 124319993 |
Create Retirement 02/11/2002 12/431./99939

(5 Enmoll | 3 Cancel I

If the information is correct, click on the Enroll icon on the bottom of this pop-up
window. You will now see another window verifying that the enrollment was
completed successfully as shown below.

-5 Enrollment: Plan selection x|

o {Emrallment completed successfully

Continue | L3 Confirmation

If you are connected to a printer and want a printed confirmation, click on the
Confirmation icon on the bottom of the window or if you are finished, click on the
Continueicon to return to the “ Enrollment: Offers’ screen.

Y ou may continue to enroll another employee or if you are finished Benefit

Enrollment transactions, click the Exit icon @ found on the Standard Toolbar to
return to the SAP Easy Access screen.
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|; Retiree Benefit Enrollment

This procedure will outline, in detail, the steps required to enroll aretired employee into
the benefit plans for which they are eligible. This processis ONLY for an employee who
isin retirement status.

If an employee decidesto leave MWR after they are vested into the Retirement system
but before they are age-eligible, and they leave their money in the system, they can come
back for retirement. However, because of the gap in the work history, this type of
employeeisNOT dligible for the free Life Insurance and the Health plans.

Use the following menu path to begin the Retire Benefit Enrollment process.

Menu path: HUMAN RESOURCES > PERSONNEL MANAGEMENT >
BENEFITS>ENROLLMENT

Transaction Code: HRBENOOO1

=|F x|
woram Edk 4 vabem Hedp B
@ | 1B ¢o@¢ DHR | nnan M@

B [ 13

Further enleclions | 5 Search halpz | L O dplurs I

Eer dabe

& Todsy

{7 Dither kendats
i ks ol

Petsonna mumber i P ta | ﬂ

B0 [roesraan | NS | 0042

Enter information in the field(s) as specified in the table on the next page:
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Field
Name

Description

R/O/C

User Action/ValuessComments

Key date

Effective date
of the benefits

If you are enrolling the newly retired employee
in the current date, the button to the left of
“Today” isdepressed, no input isrequired. If
you are enrolling at alater date, depress the
button next to “Other keydate’, tab to the input
field and enter the retirement date as
MM/DD/YYYY.

This date must be the date the employee
signed theforms.

Enrollment MUST be within 31 days of
retirement.

Selection

Personnel
Number

Enter the retiree’ s Personnel Number or use the
dropdown arrow to aid in the selection.

Click on the Execute icon on the Application toolbar.

@

Y ou are now at the screen titled “ Enrollment: Offers’ as shown below.

/ NOTE: Retiree must have an existing infotype 0378 record that will be created during

the retirement process.

RCIE
Evoltert Edt. Gata Swtén Hep [«
& e o CHBE ODhoao | ER &
M Getafe S 0veree M) MY ED O
BFFers BESTAFZE0Y
LEI HUY Hawy (HR)
BONBNNSN Snaopy Cat
WpEn GEFR /RS2 - AARSDES 2B
Ertirement E AR ARERY - 0262 R
@ngtime changes
i | M
D2 112000 ™ | e | RS | 10147
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. . . Get offer
Highlight Retirement and click on the Get Offer! Al icon on the

Application toolbar.
Highlight Retirement and double click.
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Y ou will now be at the screen labeled “ Enrollment: Plan Selections” .

™ Enrollment: f
Plan Edit Goto

@ | IWCee CHRER D0LD AE @
I@Enroll E@ £Dverview|ﬁ@|fﬂ

Retirees are

B0080468 Snoopy Cat e
only eligible for

Offer as of B2/1u/20m Hew enrollment dates Aetna Dental,
= pental Aetna Medical .
and Retiree
Aetna DPental g2/14/2881 — 1273179999 RBasic | ife.
—= Hedical
fetna Hedical g2/14/281 - 1273179999
— = Basic Life/AD&D
Retiree Basic Life 82/18/2001 - 1273179999
Kl | i

The screen above lists al the plansin which the retired employee is eligible to enroll.

Highlight and double click on the indented plan in which you are enrolling the
retiree.

In our example, we are highlighting and double clicking on the Aetna Dental line. The
popup screen named “Maintain Health Plan” appears.

5-59 HRV1 — February 2001



Human Resources

Perz no. | 468 Snoopy Cat
Plan [netna Dental
From (8271472001 - [12/3179999

[T Stop participation in penod

Option Dependents |

Plan options

Opticn |p‘-‘-.etna Dental

=
=

Dependent covw. |Em|:u|u:u_l,lee Only

Costs USD Bi-weekly

Employes | 3.88 i Deducs pretas
E mplayer | a.88

(Th Accent I -4 |

Thisisthefirst of anumber of very similar screensthat allow verification and acceptance

of the Enrollment offers. After verifying the entries, click on the Accept icon M
on the bottom of the pop-up window to return to the selection process.

Highlight and double click on the next indented plan in which you are enrolling the
retiree.

In our example, we are highlighting and double clicking on the Aetna Medical line.
The popup screen named “Maintain Health Plan” appears.
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I 368 Snoopy Cat

X

Pers.no.
Plar |netna Medical
From |@2s1u72801 - [12/31/79999

[T Stop participation it period

O ption D ependents |

- Plan options

Option

| Aetna Med POS

Dependent cov.

| Ermployee Only

=
=

-Costs USD Bi-weekly

Employes I

33.88

E mployer |

¥ Deducs pre-tax

@ Acocept I 3 I

Enter and check the information on the screen above according to the guidelinesin the

table below:
Field Name Description R/O/C | User Actions/ValuesComments
Option folder To select the option R Click on the dropdown arrow and
Option of the medical select the appropriate option, if
coverage applicable.
Dependent To select the R Click on the dropdown arrow and
Coverage appropriate select the type of coverage elected
coverage (Family or Employee Only)
Employee cost will automatically
appear.
Dependent Folder | Dependents to be R Click on the Dependent folder to
covered open. Click on the small input
box to the left of the dependent’s
name to include them in the
coverage. (NOTE: If there are no
dependents, this folder tab will
not be on the screen).
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Click the Accept icon @_’EEEW_tI on the bottom of the window and you will return to the

“Enrollment Plan Selection” screen.

Highlight and double click on the next indented plan in which you are enrolling the

retiree.

In our example, we are highlighting and double clicking on the Retiree Basic Lifeline.
The popup screen named “Maintain Insurance Plan” appears.

Perz.no I 468 Snoopy Cat
| IRetiree Basic Life
From (82718720801 - [12/31/9999

[T Stop patticipation in period

Coverage Beneficianes I

rInsurance option and coverage
Ingur. option lHetiree Life L‘
Basgic cover. I a.88 UsD
Addtl, units | 8 X 8.08 USD
I Coverage I a.88 Ush
I
-Costs USD Bi-weekly
Employes I 8.88 [ Deducs pretax
E mplayer I A.08
D tocent| % |
Folder Tab Name | Description R/O/C | User Action/ValuesComments
Coverage Folder To select retiree R Insurance option field defaults the
basic life retiree plan. ThereisNO retiree
cost.
Beneficiaries To select the R Click on the Beneficiaries folder to
Folder beneficiaries open. Enter the % of the benfit to be
options assigned to each beneficiary.
(NOTE: If there are no beneficiaries
in the system, this folder tab will not
be on the screen).
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Click the Accept icon @’Eﬂl at the bottom of the pop-up window and the window
will close. You will be returned to the “ Enrollment Plan Selection” screen.

.
Plan Edit Goto S n Help
G || B CceQ@ CHE DDLD | EBA @
“ @Enm&m @ 2 Overview | e | | 118
00006460 Shwopy Cat _
Offer as of a2/14/20M Hew enrollment dates
= Dental
Aetna Denta 8271472001 - 1273179999
= Hedical [%
fAetna HMedical 8271472001 - 1273179999
—= Basic Life/AD&D
Retiree Basic Life 8271472001 - 1273179999
o o
D2 1] [200) > [mwrsapS [ING | 10:49

Thisfinishes the available selections. Notice that each time yotvfinished a* Benefit
Enrollment” and returned to the “ Enrollment: Plan Selection” ssreen, a green check
mark appeared to the left of each completed action. Now that the enbgllment actions have
been completed, click on the Enroll icon fould on the applications tool b

Y ou will see a pop-up screen named “ Confirmation of Selected Actions”.
This screen will show the listing of the benefits and the effective dates for this
retiree.
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Y ronfirmation of Selected Actions x|

Q0000460 Shoopy Cat

i

Action Flan Frarm to Add. info

| Create Aetha Dental = 02414/2001 1243173333 =t
Create Aetna Medical 1 0244/2001 1243179333 |—
Create Retiree Basic Life 0244/2001 124319999

Eb Enmlll ® Cancell

. . . @ Enrall
If the entries are correct, click onthe Enroll icon—— at the bottom of the pop-

up window. Y ou will see another pop-up window verifying that the enrollment has
been completed sucessfully.

- S Enrgliment: Plan selection x|

0 ‘Enrallment completed successiully!

Contirue | QCnnfirmation |

If you are connected to a printer and want or need a printed confirmation, click the
“Confirmation” icon at the bottom of the window or if you are finished, click the
“Continue” icon.

@

Y ou will return to the “Enrollment: Offers” screen. Click the Exit icon on the

“Standard Toolbar” to return to the SAP Easy Access Menu.
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/

NOTE: The next step in this process is to maintain the infotype record for “Retiree
Basic Life” and input the details of the plan that needs to be captured.

Y ou may access this part of the procedure by using the following menu path.

Menu path:

HUMAN RESOURCES > PERSONNEL MANAGEMENT >

ADMINISTRATION >HR MASTER DATA > MAINTAIN

Transaction code:

PA30

el I P 1™ L _-J.ﬂ_lil
HE e i () Ek RO Srstn 4 u
Ll HBeee KR 000 AR @

UL @ 2

.

Panmrwel o [urim . =
Hanme Snoopy Gat
EE i [F Ao Farg 2003 [Fomn Heaquaten
EE =mdqioup ﬁ e

Bas paronal dals | Conhactdala | Greesnst payral | NHSIMI | LAt el d=ks | Plarnirg dats | Time dsts

Al - P.:_ri:rl k!

|| e fesiorrenl ® Peind

| |Peicond Dais Fr. Ta |

| |Addiezza: 1 Tods [ Curr ek

-EankDal:,ais | [ Curard mank

| [FamiyuRelsted Person 1 Fion our.chle [ Lt vk

| {Fhnkys 1 Tocitian dals 0 Laek manih

_Immalh'bdml‘;:mne 1 P i o i

_H.ahamly Probection/Paranial L = Chritce

_Miiﬂysenrice =

Diire-ot sedeotion #

Iiéotipe R Ty

: |

T T Y 2 1112000 = [rrwracd ([PES | 10164

Field Name Description R/O/C | User Action/ValuessComments

Personnel Number | Personnel number R Enter the personnel number of the
of the retired retired employee. If you do not
employee know the number, use the

dropdown arrow to aid in the
selection by doing a Social
Security Number search.

Infotypein the The number of the R Enter the infotype number 0168 ,

Direct selection infotype to be clic on Insurance Plan, or click on

section edited. the dropdown and choose from
the menu.

Period Validity period of R Enter the same date as that used

the infotype

for the enrollment data.
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Click on the Change icon on the standard tool bar 4 , thiswill bring up the “Change
Insurance Plans’ screen for the selected retired employee.

™ Chanipe: Bnsirance Plang- - _1&] =l
mfctipe EdE Goboo- Bdvar System Halp B
e | il ¢coa DRE anan O @

lmm 2

Pevsannel i w6 Hans [Enoopy . Siss Active e
EE group R Friee Feizernsl e [romm [Ip—

EE subgrmup [RT Retiree = TET T

Fiam loz/an/2001 o [127317998%  Cheo [W2/1472000 [He_Pasaca

Plan ELIF Petiee Basic Life L\g

Plardate | Adninsheion | Ine.coem | Coels I Bl aim I

Gieneral plan data

Earall aaa W Marvp pER|
Fla hpe BLIF BasicLie DD
Barnll plan [MLTF Aetimn Basic Lin
| nsarane e ophon BLIF HAstiee Lie

Flanmenyg Faanslss

Crreriane vaiant RLIF Aeliee Coseinge
ot ke waiam: [RLIF Astize Li

; =1
LA (1112000 ™ [ rwreanS (IHS | 106+

Click on “Edit” on the standard menu bar.

R
InFu:ut\,-'pe|Edit Goko  Extras  Swskem  Help

&Il 5= *© Bece ok anan BE|@

“ i@ Cony Shift-+F3
Delete Shift+F2
Personne  Lockfurlock  Shift+F1z2 MHame W Status Active
EE group Mainkain bext FO Perzonnel ar 1287 Morthwest Region MwR
EE subgn  Display text 55M |536-88-9816
From el o [12/31/9999  Chna [02/12/2001 [HQ_P657F2

Click on Maintain Text or hit F9. This brings up a screen that alows the entry of all plan
detailsin free text as shown below.
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™ Change Insurance Plans
Text Goto System Help

& ] B ceeCMR anan RA@

H

OB D P RE

Employee was enrolled in the Aetna Dental Plan, Aetna HMedical Plan, and
Retiree Basic Life.

]
Click on the Save icon , the system will prompt you to Save your changes, click on
the Save icon again.

Y ou will bereturned to the“Maintain HR Master Data” screen.

Y ou will always be able to check on what you have written in the free text box by either
clicking on the “Eyeglasses’ icon or the “Pencil” icon to inspect the overall infotype —
0168 | nsurance Plans record.

o HSeOd JRE nwea | NE

832

P ewiired i k&0 Hires _';uupu 5 hadisk St 2]
EE poge H Ress [ om Husdpaminz

EE shgirm BT Astiss =) exa-na-2512

Finan [CIECTEL L [tzrzirowmy chg [B2r1kszee Bo_Posecs [

Plan FLIF Fiataam Hacc Life hg

Flndals | fcmristiaten | fre oo | Costs | Berefriass |

Gemaall plan Sata

Heraid s TR
Fien hoe [BUTF ek Lindblal
Beradi ploy ALLF PestiesBo e
Iremancs oplon ALIF Fetzanlin

Flazning Fmamebon
Cosmrge waant [RLTF Fistimm Corvarnge
Coak nbs v HLIF Rstweelis

=

DOV (1] (2000~ Smeap [THE | 00T

P):

Notice the Pen and Paper icon on the right side of the window. By clicking on
thisicon, you are again shown the free text notes screen.

Click on the Exit icon @ on the Standard toolbar to return to the SAP Easy Access
menul.
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z Employee Benefits Open Enroliment

This procedure will outline, in detail, the steps required to enroll an existing employeein
benefits and/or make changes to existing benefit plans, or a newly hired employee needs
to enroll in the benefit plans, all during the “Open Enrollment” period.

This document describes the steps required to make changes to employee benefits and/or
enroll new employees in benefits during the open enrollment period.

If the employeeis new, then enter all dependents and beneficiaries into infotype 0021 —
Family/Related Person in master data before enrolling into the benefit plans.

NOTE: You do NOT have to perform this step if the employee is not new and/or there is
/ no new dependent/beneficiary information.

If an employee is changing plans, you will need to term their existing plan(s) before
doing open enrollment for new plans. End Date will be 12-31-?7?.

An infotype 0378 — Adjustment Reasons does not have to be completed for Open
Enrollment.

Use the following menu path or transaction code to start the process:

Menu Path. HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > MASTER DATA > MAINTAIN

Transaction code: PA30
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™ Maintain HR Master Data =181 x|
HR master data Edit Goto  Extras  Utilitiss  Settings  Swstem Help n
@] e RHE DDOD BRI
Dewmam| 2
Personnel no. |?65 A =
Name ITHI]MHS TESTERDNI
EE group %IE NF Pers.area |1 287 Northwest Region MWwWh
EE subgroup [FT RegFul Tine Cost center uge CHILD DEY EVE P..
B asic perzonal data | Contract data I Grogzs/net payroll I Met payroll | Addt] pavroll data I Flanning data | Time data |
[ Jactions Period =
I Organizational Azzignment ® Pericd
Perzonal Data Fr. | To |
| Addiesses ) Today ) Cum.week
L Bank Details oAl ) Curent maonth
Q F amily/F elated Person O From curr.date O Last waek
- Ehillags ) To curent date ) Last manth
| Internal Medical Service ) (Eia @)
I taterrity Protection/Parental Leave E B |
kdilitary Service
Direct zelection bzl e
Infotype IFamiI_l,la’F!eIated Perzon STy |
i E

D2 (1) [200)~ [mwrsaps [INS | 1254

While the method is the same as we have done previously in this manual, we will again
go through the process of adding an infotype record. In this case, we are adding a
dependent/beneficiary to infotype 0021 — Family/Related Person

Directly enter infotype 0021 into the field as we have done in the past and click the
Createicon

With thisinfotype, you will see an interim pop-up window asking for additional
information as shown below.

. gy htypes for infotype 0021 {Family,/Re Par x|

STyp |Hame

Spouse
Child
Other
Step-Child

'EMMI

| |66 % |
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Choose the Family/Related person that we are creating the infotype for. In the example
that we are using, we highlight 1 — Spouse and click the green check mark.

™ Create Family, /Related Person =181 =]
Infobype Edit Goto  Extras  Swstem  Help -
@ || I8 cee PR anaa | RAE @
o2
FTam T TS [TZ7 3179999 ;I
Family type I Spouse j
Personal data
Lazt name II:at
First name ILucy
Gender ® Female ) Male
Biith date [0272471970
5N [123-u5-5566 Telno. [o81 [333-3333
Strest I?D'I Charlie Brovn Cove Sep. date I—
Shrest I
City/state IMiIIington IW
Zipoounty Iﬁ_sr IU_S_
Physician Statusz Challenge
Physzician] ILewis [T Student [ Disakility
IDrumber 877965 [~ CoBRA Disabidate |
Physzician2 I [T Medicare Learned I—
1D riurmber I [ Smoker
#

[Dv2Z [111200) * [ mwrsapG [INS | 1240

Enter the information required in the screen Create Family Related Person as shown
above. Use the table below to determine the correct entries.
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Field Name Description R/O/C | User Actions/Values
From Date Effective date of the R Enter the effective date and
benefit enrollment leave the " To Date” as
12/31/9999”

Family type Relationship R Thisfield will be defaulted
based on the subtype chosen
in the pop-up window menu

Last Name Last name of the R Enter the last name.

beneficiary or
dependent

First Name First name of the R Enter the first name

beneficiary or
dependent

Gender Female or male R Click the radio button next to
the correct selection

Birth Date Birth date of R Enter the birth date as

dependent. Birth required.
date of beneficiary
not required
SSN Social Security R Enter the Socia Security
Number Number of the dependent or
beneficiary

Street/City/State Permanent Address R Address of the dependent or

Zip/Country beneficiary

Physician Physician of the R Enter the Primary Care

dependent Physician of the dependent

ID Number Physician ID R Enter the dependent’ s Primary

number Care Physician ID Number.

Status Student C Required if dependent is over
19 years of age

Challenge Whether the C Check if the dependent is

dependent is disabled/ handicapped.
disabled/
handicapped.

Once the screen is completed, Click the enter check mark G to validate the entries and

the click the Save icon

to save the transaction.
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NOTE: A time saving tip would be to create all the dependents and/or beneficiaries
for the employees you are planning to enroll into benefits before starting the benefit
enrollment process.

Menu Path. HUMAN RESOURCES > PERSONNEL MANAGEMENT >
BENEFITS>ENROLLMENT

Transaction Code: HRBENOOO1

Program Edit Goto Systern Help
& e eccaDnE anaalBE @
| &le B =
Further zelections | o Search helps | o Org. structure

- Key date

) Todap

(® Other keydate |ﬂ1_c'l-]1,"2ﬂﬂ1
rSelection

Personnel number | ?Sqﬂ to | A ':Dl

Enter the information for this screen based on the table below.

Field Name | Description | R/O/C | User Action/Values

Key Date Effective R Enrolling of an open enrollment is the first of
date of year for enrollment period.
benefits

Selection Personnel R Enter the employee’ s personnel number and
Number

click the Executeicon E on the application
tool bar

You are now at a screen labeled “Enrollment Offers’ as shown on the next page.
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BEE
nrollment | Edit Goto Syskern Help
v I BHCEQ | CHRE DL BE @

“ |E?Get offer A?Dverview | | Gl

[

Offers B4701/2001
= HU Havy (HUR)

= 90080780 BENEFIT TESTING

Open offer a2/01/2881 - 84/38/2081
Anytime changes

Highlight the line reading “ Open Offer” and click on the pushbutton labeled Get Offer

&7 Get offer N . . .
OR highlight the line reading “New Hire Enrollment” or “ Open Offer”
and double click.

The next screen will list al the plans that the employeeis eligible for. Thisisthe point
where we can start the enrollment process.
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“™Enroliment: Plan selection — @] x
lan | Edit  Goto Systern Help ‘
'@ || I mlcoeonE anon @E| @
“ @Enroll E ] A?Dvewiew | E @ | Gl
0000A780 BENEFIT TESTIHG s -
Thisisapartial
0ffer as of au/e1/2801 New enrollment ||St|ng of the
—e1 Dental various benefits
fietna Dental se1/20m that thIS A
Standard Insurance Dental a1/01/200 ernp|0yee|S
| - diaiblefor.
fAetna Hedical Fo1/2801 - 1273179999
HHMO Cigna Medical M 01728801 - 1273179999
HHO Grouphealth |se1/2881 - 1273179999
HHD KPS g 8172881 - 1273179999
—X= Basic Life/AD&D |
Basic Life / AD&D g 0172881 - 1273179999
—= LTD
Long Term Disability a1/@1/2881 - 12/731/9999
4| | 3

[DVZ (112001 = | mwrsap’ [IN5 | 1327

The procedure for enrolling employees into any of the eligible plansis essentially the
same. Thefirst step isto highlight the intended plan and double click on theline.
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Pers.no. | F808 BEMEFIT TESTIMG

X

Plan |netna Dental

From |a17e1/72001 - [12/31/9999

[ Stop participation in periad

Optian |

[ ptian

-Plan optionz -

Dependent oy,

l.-’-‘-.etna Dental

I Employee Only

=
E

Employes

E mployer

-Costs USD Bi-weekly

3.88 [¥ Deducs pretas

(Th Accept | *® |

Thefirst screen, which istypical of all of the benefit enrollment windows, isthe Maintain

Health Plan.

Field Name Description R/O/C | User Action/Values

Option folder tab | To select plan R Option field will default with the
option and dental plan. Click on the

dependent coverage

dropdown arrow on the field
labeled Dependent cov. and click
on the coverage the employee has
selected. The employee cost will
automatically appear

Dependent folder
tab

Dependents to be
covered

Click on the Dependent folder tab
to open. Click on the button to the
left of each dependent’ s name. If
there are no dependents, this tab
will not appear.

Click the accept icon @_’EEEW_tI at the bottom of the pop-up enrollment window, the
window closes and you will then return to the Enrollment Plan Selection screen.
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Highlight and double click on the next indented plan in which you are enrolling the
employee. We are showing the selection of Basic Life Insurance.

| 788 BEMEFIT TESTING

Plan |Basic Life / AD&D

From |e1/01/2001 - [12/31/9999

[ Stop participation in period

Coverage |

[hzur. aptian
B azic cover.
Addtl. units

Coverage

-Insurance option and coverage

| Basic Life / 408D

20,888_88 USD

5

| 2,000 X

22.8808.88 USD

1.88 USD

Employes
Employer

-Costs USD Bi-weekly

L. 48 [T Deducs pretas

@ Accept | B |

We enter and check the information as specified in the table below:

Field Name Description R/O/C | User Action/Values
Coverage folder To select Basic R Insurance option defaults this
tab Life/AD&D plan. Input 2000 into the
coverage “Addtl units’ field. This
field is configured to accept
nothing else. You will note
that the Employee cost will
automatically appear.
Beneficiariesfolder | Input field R Click on the “Beneficiary

tab

Folder” and enter the
percentage % of the benefit to
be assigned each dependent.
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Click the accept icon @_’EEEW_tI on the bottom of the pop-up window, the window will
close and you will be returned to the “ Enroliment Plan Selection” screen.

Continue to highlight and double click on each of the indented plans in which you are
enrolling an employee and proceed with each benefit enrollment following the same
procedures as described above.

For example, for Long Term Disability Insurance:

M Maintain Insurance Plar X|
[:gers.nu. | 788 BEMEFIT TESTING

lar |Lnng Term Disability

From |e1/81/2001 - [12/31/9999

[T Stop participation in periad

Coverage |

Insurance option and coverage

[nzur. ophion |L|:ung T erm Dizability _V_l
Basic cover. | 19,532.88 LSD

Addil. units | 8 X 8.88 LSO
Coverage | 19,532.88 LSO

-Costz USD Bi-weekly

Employes | 1127 [T Deducs pretax
Employer | B.086

(b Accept | & |

Click on the dropdown arrow on the Ins. Option line. Select either Long Term Disability
or LTD Paid up.

Note: If choosing the Long-Term Disability option, the employee cost will appear.

Click the accept icon @_’EEEW_tI on the bottom of the pop-up window, the window will
close and you will be returned to the “ Enroliment Plan Selection” screen.
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The next example of the proceduresisillustrated using the Optional Life Insurance
enrollment.

Perz.no. | 788 BEMEFIT TESTING

Flan |optional Life
From (8178172001 - [12/31/9990

[ Stop participation in period

Coverage |

-Inzurance option and coverage

[nzur. option |I:I|:uti|:una| Life & Sal :J
Basic cover, | 48,008.88 USD

Addtl. units | 8 X 8.88 USD
Coverage | 40,008.88 LUSD

-Costz USD Bi-weekly

Employes | 6.88 [ Deducspretas
E mployer | a.848

(b Accept I 8 |

Double click on the Optional Lifeline.

Click the dropdown arrow next to Insur. Option. Choose either Optional Life 1X Salary
or Optional Life 2X saary.

Click the accept icon @’Eﬂl on the bottom of the pop-up window, the window will
close and you will be returned to the “ Enroliment Plan Selection” screen.

The next example of the proceduresisillustrated using the 401K Savings Plan
enrollment.
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X

Prono. | 780 BENEFIT TESTING
Plan {481K Plan
From {e1/01/2001 - [12/31/9999

[ Stop participation in period

Cantributian regular I |nvestments

Pre-tax contribution Bi-weekly
Amount I 8.88 UsD [ Folover
Percentage |_1EEE
Units | 8 X .88 USD
- Post-tax contribution Bi-weekly
Arnourt I B.88 USD [ Posttas immed
Perzentage a.88
Units | 8 X .80 USD

(E» fcoept I 4 I

The inputs for this Maintain Savings Plan screen are asfollows. The table below

explains the inputs for all three of the folder tabs.

Tab Names Description R/O/C

User Action/ValuessComments

Pre-tax, bi- R
weekly
contribution

Contributions
Regular

Percentage. Enter a percentage
amount between 1 —15%. The
system will generate an error if the
percentage is over 15%.

I nvestments Input field R

Click onthe Investmentstab. Enter
the percentage of investments
applicable to each plan. Percentages
must total 100%

Beneficiaries Input field R

Click on the Beneficiaries tab. Enter
the % of the benefit to be distributed
to each beneficiary. If the beneficiary
IS someone other than a spouse, the
date must also be entered in the
Spousal Consent field.

Click the Accept icon @_’EEE‘?'?LI on the bottom of the pop-up window, the window will
close and you will be returned to the “ Enroliment Plan Selection” screen.
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Notice that each time you finished a“Benefit Enrollment” and returned to the
“Enrollment Plan Selection” screen, a*“check mark” appears to the right of each
completed action.

SEIE
Plan Edit Goko  System  Help
& || WG IECHEB dDhLD BR @
“ I@Enroll B D] A?Uverview | @ i
I:Hetna Dental g1/01/2001 - 12/31/9900 oF ;I
Standard Insurance Dental /8172881 - 1273179999
—= HMedical
Aetna Medical e1/01/2001 - 1273179999 o
HHMD Cigna Medical e/se1/2881 - 1273179909
HHD Grouphealth e/se1/2881 - 1273179909
HHD KPS e/se1/2801 - 12731799090
= Basic Life/AD&D
Basic Life / AD&D e1/81/2001 - 1273179999 o
= LTD
Long Term Disability g1/81/2001 - 12/31/9999
—= 0Optional Life
\—Uptiunal Life e1/81/2001 - 1273179999 o
= 4B81{k) —
\—!lﬂﬂ{ Flan e1/81/2001 - 1273179999 o

’ | o

Enrall
When all the enrollment actions have been complete, click on the Enroll icon @

on the applications toolbar.

Y ou will now see a pop-up screen labeled Confirmation of Selected Actions. This
window will show you alist of al the enrolled benefits and their effective dates.
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- % Confirmation of Selected Actions x|

000aa7a0 EEMEFIT TESTIMG

b

Actian Plan Fraom [{u] Add. info ﬁ
Create Aetna Dental 01401 /200 12/431/9339 =
Create Aetina Medical 07407 42001 1243143333 £
Create Basic Life 4 ADED 014014200 1243149339
Create Optional Life 01407 42001 1243149339
Create 401K Plan 014014200 1243143339
Create Retirement 01407 42002 12431,/9939

(s Er'm:nlll 3% Eann::ell

If all the information is correct, click on the Enroll pushbutton on the bottom of the pop-
up window.

Y ou will see another popup window verifying that the enrollment has been completed
successfully.

-5 Enroliment: Plan selection x|

o {Errollment completed succeszsfully:

Continue Confirmatian |

At this point, if¥0u are connected to a printer and the employee wants a printed
confirmatiorrof all the enrollments, click the Confirmation icon at the bottom of the
window-0r if you are finished, click on the “Continue” button.
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Y ou are returned to the Enrollment: Offersscreen. You may continue to enroll another
employee or if you are finished with the benefit enrollment transaction.

_-_.Enrullment:-ﬂflférs . I =]
Enrollment  Edit Goto  System  Help d
& | fIHCcee | CHEB D00 | HE @

“ |EI}Get offer A?Dverview | E @ | 1

| v

Offers 8470172061
o [ Navy (HUR)

= B§8000780 BENEFIT TESTIHNG

—Open offer 82/81/2081 - 84738/2001 o
Anytime changes

Click the Exit icon @ on the Standard toolbar to return to the SAP Easy Access Screen.
To Print the Forms:

HUMAN RESOURCES>PERSONNEL MANAGEMENT>BENEFITSSFORMS
Choose either:

Enrollment
Confirmation
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™ print Confirmation Letter {Tree Structure) 5 1=
Program  Edit Goto Syskem  Help
@[ DE/cee ChEanan @A @
@ &&=
Further selections | = Search helps | 52 Ong. ghructure
Period
(] Today ) Curenk manth ) Curert yEar
) Up to today ) From today
) Other perind | To I
Selection
Persannel number 7&0 A to I A 5 |

Enter the date and personnel number.

Click the Execute @ icon.

™ Print Confirmation Form I |7 |ﬁ

'vities Edit Gobo  System  Help

|| mleaeDHE nooan R @
" L3 Print forms. e 2 Dwerview |E|E | 1}

I

Forms 82/714/2801
= HU Havy (HWR)

BOpBB7EA BENEFIT TESTING

. . Q. Frint forms
Click the Print Forms icon
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/

NOTE: The SAP Easy Access Screen shows the report name. The screen can be
customized to show transaction codes as well using the “Extras > settings > show
technical name” menu path in the standard toolbar.

z Benefits Eligibility Report

HUMAN RESOURCES > INFO SYSTEM > REPORTS> PERSONNEL MGMT >
BENEFITS> PARTICIPATION > Eligible Employees

Transaction code HERBENOO071

™ SAP Easy Access SAP R/3 System

Memu  Edit  Favorites

Extras

Systemn  Help

----- ([ Accounting
=3 Human Resources

-2 Perzannel Management
-2 Time Management

=2 Payroll

- |27 Organizational Management
<=4 Infarmation System

L——_I'E Reports

l& || W eae DME A0
|IEE |z a2~ -
D Faworites
= 25 5AP standard menu
----- [ Office
EI ----- (27 Logistics

@ PPMDT - Manager's Desklop

Ela Personnel Management

E| -3 Participation
@ HRBENOO71 L Eligible employees:
) HREENOO?2 “® aticipation

If using the menu path, double click “HRBENOO71 — Eligible employees’ to go to the

next screen.
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™ Eligible Employees

Program Edit Goto  System Help

Screen: Eligible Employees

The Further Selections
buttons allows you to

limit your report to

Il Z0ece MR anapl=—" ¥
specific Personnel areas.
gl >
Further selections ’r":b Search helps | o Org. structure |
Key date
® Today
O Other keydate li
Selection
Personnel number lid to lid _':b‘
Additional zel
Benefit area W . .
1zt Program grouping Eﬂ to : =3 A/ '(\)/IF)l;ISr?l eA?g::\IzOyr(])u to
2nd Program grouping to = choose arange of
Berefit plan [ w o [ = groupings to be shown
in the report
|
Field Name Description R/O/C User Action, Values, Comments
Key Date Date for which R If report isfor the present day, leave “ Today”
report isto be checked, or if the report isfor adifferent day,
generated then select “ Other keydate” and put in the
desired date.
Personnel Personnel number @) Enter the desired personnel number, range or
Number range leave blank for all personnel
Benefit Area | Benefit Area R Enter NV or select NV using the dropdown
arrow
1¥ Program | Region O Enter the desired 1% program grouping or select
Grouping using dropdown arrow. When selecting more
than one program grouping or benefit plan,
use multiple selection option
2" Program | Classification O Enter the desired 2™ program grouping or select
Grouping using the dropdown arrow. When selecting
mor e than one program grouping or benefit
plan, use multiple selection option
Benefit Plan | Benefit plans @) Enter the identifier if known or select using the
available dropdown arrow. When selecting mor e than
one program grouping or benefit plan, use
multiple selection option
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Select # jcon to generate report.

Eligible Employees Click this icon to put data

into an Excel
spreadsheet.

*Eligible Emp

List BdIE =0 SEIUJF‘I} SVeEm  Hap
" %@ @loNiE = ezl =
&:W & &&D‘m &Eam.- @& [F| B peves
Eligible Employees | Click
Koy dale 0282001
Benafit arma M Rewy (MWH)
Besedi plan 1 | Pett.ran [maine |Eray [
A1E Aen 17| B Gy 12T A2 000 | 0T AT/ 2001
| | Cat. Snoomy OF The: I]"-{:EJZUJI |00 A 0
B3 Faacl, Test |17/22/2000 01 A0./2001
125 Hmdly , Firg 12T K200 |t 3001
HE [wiards Wbl R GE R Fni]
367 [Wrghl, Lprn Sunan 0102001 |01 A0
T lesl 2 P T |V A 00
=1 |leed . Ak B 1T 22001 | AT 2001
3] [Hatter. Tezin (A AT T A A
= | Doy Hp larg T2 2Rr2 000 | T AT 20
414 1ot . powten 01 22001 [0 A0 200
AZ2[Bil, S (1A 22001 |01 A 20
475 |Fial Flan, Tazi |04 ELAR OO | A 200
ey 45| Do Tt 1179 AT R 145 AR
Amina Dankal 41 [Brce Grely 1212000 1240172000
O et Gropy OF The | WETREASINE |17 K000
| Ed|Fapcl, Tad 117752000 11 £29200
153 | Wedp _Fing 1T T A
| A [warda Nalabia |30 |07 AT 00
37 'winghl . L Suran I]1-'1.'I1-'?'ISI:II l.'ll-‘|ZI1'?Il]I
I miliesd i [0 [T AL

Report first appears sorted by benefit plan. To sort by employee, highlight the column
with employee names by clicking once at the top (seeillustration). Then select the Sort

' o
Descending — icon.Y ou can now see all the plans each each employeeis eligible for
next to the employee name.
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Eligible Employees

*Eligible Employees
List Bdit Golo Settings Svstsn  Heb

Click this icon to put data
into an Excel
spreadsheet.

&1 -im ¢a@|D
HF &Y @Bﬂum Bpsoe T 5 BF

g%
@ Frinf prerass

Eligible Employeas

key dote 2 08r20m
Eenelitarea MY Mewsy [WWH)

|Eriny |Dade

Eranadi pian ail | Parsnc Mane
K. Pl=n 6T Wnght . Lpres Gusan
timina Denlsl ;[T
Apnaadedl &7
B Lifa * ADAD T
HMI Conadedcd | 67
Long Tem Dipsbdly | 67
Opfora Lie. | xT
41K Plan 6 Wenc Marsbie
Apins Denial 6k
FAena Wadcal EE
Bk Lfa /ADAD E
HiAD Cegrs Hedecal 5|
Larg Tem izeoity e
Optiore Lin. 8| ¥ :
fimna Denlsl a2 VIRGINE FHITCHELL
e i

10200 [ 0

100 ACH 00 [ 0
{1 0T /2000 [ /00 20|
OLAC.55000 | 0 /00 /201
| O.ACh #2000 | 0 /0 200 |
1P A0 [ JE 0 |
o ACHLAZ00 |27 /0 001 |
0] A0 200 | 4 2 |
00T A2000 | /00 / 2001
O 000 | 0 /1 2 20001
|00.X0n 2200 |0 /0 J3ami |
1T AC 20 | 40 P |
1 A0 4200 | /0 2 |
0 AT 300K |04

s s PR T ]

O1.120.520001 | 00 /20,0 |

Change the variants (column descriptions) by selecting the

following screen:

Define Display Variants

i

icon. You will seethe

Lot |

™ Define Display Variants

Diopdee teich

Cohmrecorderd [ Pm -l.vv' |=

[
Heree ol sraphopse i smpioand
Enky ek
ol

W e R

Lrm wacdth

-] ]
&
i
]
4

List iy

o o |G| B | 6

&
[

Lol costard

Bl plar

U‘Iﬁ

[Dae o btk

14 Propen gouging
2rd Progres pousnn
13 Pmpﬁ-upbd
Zrd Proghi . ket

S b zabached baich |~

1 .h.h.—.h.
A0 I g

The column on the left lists the description and position of the variants that are already
displayed in the report. The column on the right lists variants that are hidden. “Unhide”
them by selecting one or more variants, then click the arrow pointing left (as shown). For
example, to display date of birth, select it by clicking onit. Clicking the left pointing
arrow moves the selected variant from the column on the right to the column on the left.
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Select the ¥ 5%* jcon to save the changes and view the report with the now “unhidden”
variant or variants

™ Define Display Variants j!

T -y

[z~ |~i=
|

The sample report shows that the “ birth date” for each employeeis now visible.

Eligible Employees Click this icon to put data

into an Excel

spreadsheet.
Ll %[ca @ DHE
§]Tl & T B Boe [asee B EE | B @Oriwpoer
Eligible Employees
Ky date 29200
Beenefit mrpa B Heesy [WWE)
Burakit plan et Pauna | Hamra T |Enty Cata Bith data
mﬁ _ZE W Lnn St |01 A0 0T 00 ) D725
Anina Danial 37 01 A 200 |01, 2001 09231 354
dinima Mool & 1O A | A 2 TR
i Lie /ADLD Eq T AT /20071 | /01720 ) ez
HO Cigra Medicd ZET 1 AT/2000 | 01,407 /200 1| (.25 554
Larg Tem Creabity | T AT 0 (T A 0 e
A il £l L e e = A L
HTEPan ZEE| wWanda Maabia |00 {1 4015001 (B E S
smina Dantal ET| 11 00 20 [ .M 1 #2001 DAL 6
Apir Hadog o) O R AR R R
Baiic Lie /201D 5K T A7 /20001 | 0101200 LI
A Cigra Nindicadl E 01 /72001 [[71.A01/2001, (L2 564
Larg Tem H U AR ¢ [T | TR 5
[ 00 P A0 AT
AgraCenid | TEICMREINLG TMITCHELL (01 G000 |DLA0E00T] DDA TS
Aimina Wil TE 0 43007200 [ A0V O B
B Litw £ ELTED D | AR [T T | A
Hedod T2 0T /2072007 | 0173 0VEDT1) D7 U456
Larg Tam = e P R TR E =]
MUE B2 ) [0 P | Iillzjll'ﬁlfh AN
sbny 2 O R TEET 1P E ] T PR T HAH GRS ||

&

Select the @ icon to exit the report or to go back
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|; Employee Benefits Participation

This document describes the procedure required to generate a report showing employees
participating in select or all Benefit plans.

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS>
PERSONNEL MANAGEMENT > BENEFITS> PARTICIPATION > HRBENOO72
—PARTICIPATION

Transaction code HRBENOO72

®= SAP Easy Access SAP R/3 System

Meru Edit Favorites Extras  System  Help
& | IWlcoe|2nm

B % EE 2| v a

¢~ [ Favorites
=--E5 SAP standard menu
- (1] Office

- [ Logistics
- (23 Accounting
-3 Human Fesources
....... @ PPMOT - Manager's Desktop
[0 Personnel Management
-3 Time Management
- 7] Payroll
-1 Organizational Management
{23 Information Systern

=3 Reports
= £ Personnel Management

|

EI ----- =3 Benelitz

EE Farticipation

I HRBENOO?1 - Eligible emplapess
4 % HRBEWOO72 bF_'arti-::i|:--s|l.i-:-r|
- HRBEMODYT - Ehanges in benefits election

If using the menu path, double click “HRBENOQ72 — Participation” to go to the next
screen.
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Participation

The Further Selections

Frogam  Bdit Gato System Hep buttons allows you to
T | ¢ " L.
& 18 COoQCHE wvhan I limit your report to
_Ig',ﬁ = —________ specific Personnel areas.
Fusthe sdeciors == & Tmmch hainz | ] g drchss
Framed
¥ Todes I Curent reoiity T Dl ey
7 Lipin lncep " Fumidap
{7 Cibn pasicd To
S ainctisn
Panmnsinurhe I 5
Aibilizsal ssiection Multiple selection
Tl Iﬁ option. Allowsyou to
Cm — | choose arange of
Tet Piog i gy = in 5 groupings to be shown
and Frogesingroucng |‘“‘"F L = in the report
Feersid pn |k & o &

Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

Field Name Description R/OIC User Action, Values, Comments
Period Period for which report is R Choose the desired period or enter a
to be generated beginning and end date if you select the

other period.

Personnel Personnel number range @) Enter the desired personnel number,

Number you want to report on range or leave blank for all personnel

Benefit Benefit Areato be reported R Enter NV or select using the dropdown

Area on arrow

1% Program | 1% Program Grouping to be o Enter the desired 1% program grouping or

Grouping reported on select using the dropdown arrow When
selecting mor e than one program
grouping or benefit plan, use multiple
selection option

2nd 2" Program Grouping to O Enter the desired 2" program grouping

Program be reported on or select using the dropdown arrow

Grouping When selecting mor e than one
program grouping or benefit plan, use
multiple selection option

Benefit Character Identifier for the @] Enter the identifier if known or using the

Plan Benefit Plan dropdown arrow When selecting more
than one program grouping or benefit
plan, use multiple selection option
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Select 2 jcon to generate report.

Participation

™ Participation
List EBEdit Goto Settings

Click this icon to put the data into an

System  Help Excel spreadsheet.

@ | SHlgee SRR 5 _ aE®
“ &= B | o | [ [ Choose &Save? = [ eview
Participation
Key date Nz/09/20Mm
Benefit area MY MNawy (MWER)
Benefit plan text /| Pers.no. [Mame Entry Part.date | Start End
|4D‘IKF'Ian 422 | Brit , Sil 01/01/2001 | 01401/2001 {07,401 /2001 | 1243149999
415 hi , there 01/01/2001 | 0140142001 {07,401 /2001 | 1243143333
125 | Medly . King 12/01,/2000) 01.401/2001 {01./01/2001 | 1243143339
36E | anda Marable 02/01,/2001 | 071401/2001 {07,/01/2007 | 1243149999
367 |Wiright , Lynn Suzan 01.,/01,/2001 | 01.401/2001 {07,401 /2001 | 1243143339
Aetna Dental 465 | ALYA JONES 01,/01/2001 | 0141942001 {01,/13/2001 | 12/31/3333
754 |ASSISTANT DOG 01,/30/2001 | 0143042001 {01,/30/2001 | 07 /05/2010
756 | BRIANMA CARCAMO 01,/31/2000 | 0143142001 {01,431 /2001 | 124313939
422 | Brit, Sil 01/01/2001 | 01.401/2001 {01,401 /2001 | 1243149999
395 | Dally , My Jang 12/31/2000)12/28/2000{12/28/2000| 1243139399
450 | Durnmy Test 01/01/2001 | 0142472001 {01 /24,2001 | 1243143339
785 | FELISA WO 01/31/2001 | 0143142001 {01./31/2001 | 1243149999
751 |HILDEGARDE CAMPEAL {01,/30/2001 | 0143142001 {01/31/2001 | 1243143339
749 |MICHELLE LOVE 01,/30/2001 | 01430/2001 {01,/30/2001 | 1243143339
464 |PIG PIGGY 02/04,/2001 | 02/04/2001 { 02/04,/2007 | 1243149999
421 |Queen . Bee 01,/15/2001 | 0140142001 {07,401 /2001 | 1243143339
371 |best | alksidtlaksd) 01,/01/2001 | 0140142001 {01,/01 /2001 | 12431/3333
370 test , ami 01/01/2001 | 01/01/2001 {07,401 /2001 | 1243149999
393 | Test, Person 02/01,/2001 | 0240142001 [ 02,/01/2001 | 1243143339
414 |test | portes pt 01/01,/2001 | 0141542001 {01,/15/2001 | 1243149999

The report is generated on the screen and can be printed. If finished, select the @ icon
to exit the report.
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|; Changes in Benefits Elections

This document describes the procedure required to generate a report showing which
employees have had changes made to their Benefit plans.

HUMAN RESOURCES>INFORMATION SYSTEM > REPORTS>
PERSONNEL MANAGEMENT > BENEFITS> PARTICIPATION > HRBENOO77
— CHANGESIN BENEFITSELECTIONS

Transaction code HRBENOO77

* SAP Easy Access SAP RJ/3 System

Meru  Edit Faworites Exfres Spstern Help

e |1 T Wcae2mB D
ez a6 |- -

I__Il':miu::
= - '3 S&F standand menu

- L) O

E-- 3 Logidios

w- L] Accilig
=t -i_4 Humsn Rescuicss
| I PPMOT - Maneoer's Dezkiop
-] Parsoeral Maraganan:
T I Time Wansgemsnt
(2] Pagall
+ ] Diganesiona Wanagsmerl
= -i=3 Irlomatioe Systen
=-~43 Repot:
=13 Peisorrel Mansgement
Rl - (2] mdminihalan
¥~ (] Aecruimani
B - 7 Persorwed Developmest
=--i23 Bl
1 =2 14 Palicipsion
| 2 HRBEHOOT! - Eigihle employees
T HABEHOTZ - Parlcipalion

If using the menu path, double click “HRBENOO77 — Changesin Benefits Elections’ to
go to the next screen.
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Changes in Benefits Elections

® Changes in Benefits Elections

Program Edit Golo  System Help

The Further Selections
& SOocceDHE | uwaa pm|e buttons allows you to

limit your report to

3]‘5* b specific Personnel areas.
Fuathezt szbs chiones W o Dig. shachuae I
® Todayg i Curedt marih ' Comaed paa
' Up o lodey " From bodese
T Other peaind :l + To
Gedeclion
Pereonee | ke A L] & ﬂ
Adlitional dats
Fiosides [FRBAnRE | 00 =
Puan ) =]

Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

Field Name Description R/O/C User Action, Values, Comments
Period Period for which report is R Choose the desired period or enter a
to be generated beginning and end date if you select the
other period.
Personnel Personnel number range O Enter the desired personnel number, range
Number you want to report on or leave blank for all personnel
Provider Benefit Provider O Enter Provider name or select using
dropdown arrow. This dropdown will
contain al providers that have records for
accounts payable. Scroll down to find
provider.
Plan Benefit plan you want to @] Enter the desired plan code or select using
report on. dropdown arrow.
Select 2 jcon to generate report.
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Changes in Benefits Elections

™ Changes in Benefits Elections

List Edit Goto System Help

& ] W e@e SHRB DL BE|®
|= g
Changes in benefit elections 1

Key date @2/89/2801

Provider: 60088881 Aetna US Healthcare
Plan = AETD Aetna Dental
Hame Pers.no. From To Changed By
Reason Details
TESTERONI THOHAS BeeBeA765 B2708/01 B2/89/81 82788781 HO_P657F2
Participation terminated
Total changes 1
Changes in benefit elections 2

Key date 8270972081

Provider: 686808881 Aetna US Healthcare

Plan 2 AETH Aetna HMedical

Hame Pers.no. From To Changed By
Reason Details

The report is generated on screen and can be printed. Only part of the report isvisiblein
the above illustration. On your screen, scroll down to view. If there have been no
changes in benefits for the criteria specified on the initial screen, SAP will inform you
that there is “No data available for your entries.”

Select the @ icon to exit this report.
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|; Employee Changes in Eligibility

This document describes the procedure required to generate a report showing which
employees have had changes in their Benefits eligibility.

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS>
PERSONNEL MANAGEMENT > BENEFITS> PARTICIPATION > HRBENOO79

— Changesin eligibility

Transaction code HRBENO0O079

™ SAP Easy Access SAP R/3 System

Menu Edit Favorites Exras

Systern Help

""" (21 Logistics

" - [0 Accourting

=423 Human Resources

@ PPMOT - Manager's Desklop
El """ [Z Personnel Management

----- (21 Time Management

---- (23 Payrall

---- [Z3 Droanizational M anagemert

E| ~E3 Reports

& |l FEceaDME an
|zE = e o]~
(L) Favorites
Ea S54F standard menu
----- (23 Difice

L——_Irj Personnel b anagement

If using the menu path, double click “HRBENO079 — Changesin eligibility” to go to the

next screen.

E| ----- =3 Participation
. -E) HRBENOOTT - Eligible employees

@ HREBEMOOYZ - Participation

@ HRBEMOOTY - Changes in benefits elections
@ HREBEMOO7S . Changes in eligibility
Ga HREBEMOOS: 3 hanges in general benefits information
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Changesin Eligibility

™ Changes in Eligibility
Program Edit Goto System  Help
@ FBlecaDne anaaRA| @
Iaje
Further selections | =3 Search helps | =3 Org. structure
Period
@ Today ) Current manth ) Current year
O Up ta today ) From today
) Other period I 1| Ta I -
T Multiple
| selection
Selection / option
Personnel number I A ta I A o |
Additional selection
Benefit plan I to I o |

Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

Field Name Description R/OIC User Action, Values, Comments
Period Period for which report is R Choose the desired period or enter a
to be generated beginning and end date if you select the
other period.
Per sonnel Personnel number range O Enter the desired personnel number,
Number you want to report on range or leave blank for al personnel
Plan Character Identifier for O Enter the identifier if known or using the
the Benefit Plan dropdown arrow When selecting more
than one program grouping or benefit
plan, use multiple selection option

Select # jcon to generate report.
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™ Changes in Eligibility

List Edit Goto Settings

Changesin eligibility

Systemn  Help

Al

-] a|¢@a|aa&tﬂlataill@

@ ? | é ? | & &Choose &Save | ﬁ | B | F'lintpreview

Changes in Eligibility

Key date Dzgpoa/2001
Benefit area
Benefit plan text! | Pers.no.|Name Changed on | Text
| 147 [Hirmmelein . Daniel Jeremish | 02/09/2001 [Emplopee is permitted from the 01./01 /2002 [after the evaluation date]
162 |Royer , Rebecca Deidre 02/09/20010 | Employee iz permitted from the 01201 /2002 [after the evaluation date]
186 | MAYWILLE . RHONDA & [02/03/2001 | Emplopee is permitted from the 01.,/001 /2002 [after the evaluation date]
276 |Espe . Marlene ¥ 02/09/2001 | Emplovee iz permitted from the 0101 /2004 [after the evaluation date)
265 |Hourly Kingzbay , HL-3 02/09/2001 | Emplovee not eligible because to old
285 |Hourly Kingzbay , HL-3 0.2/09/2001 | Emplopes not eligible because to old
265 Hourly Kingzhay , ML-3 02/09/2001 | Employee not eligible because to old
285 (Hourly Kingzhay . ML-3 02/058/2001 | Employee not eligible because to old
285 Hourly Kingzbay . ML-3 02/03/2001 | Employee not eligible because to old
285 |Hourly Kingsbay . HL-3 02/09/2001 | Employee not eligible because to old
290 | Adams . David Kevin 02/09/2001 | Emploves iz permitted from the 0101 /2002 (after the evaluation date)
415 hi , there 0.2/09/2001 | Mo entry existing for program groupings HOARETR / plan 401F
415 | hi , there 02/09/20010 | Ma entry exizting for program groupings HO/RETR / plan CSRO
459 |test Ben 02/09/20010 | Employes 00000459 iz nat enrolled in all corsquizsite plans for AETD

The report is generated on the screen and can be printed. If finished, select the @ icon

to exit the report.
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This document describes the procedure required to generate a report showing which

|; Employee Changes in General Benefits Information

employees have had General Benefits information changed.

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS>

PERSONNEL MANAGEMENT > BENEFITS> PARTICIPATION > HRBENOO083

— Changesin general benefitsinformation

Transaction code HRBENOO0S3

™ SAP Easy Access SAP R/3 System

Memu  Edit Favorites Exfras

Systemn  Help

&l

InCcae DK DY

AR Y= R

e [ Favorites
= £3 54P standard menu
----- [ Office
EI ----- [ Logistics
----- [ Accounting
[ =3 Human Fesources
@ PPMDT - Manager's Desktop
E| ----- |23 Personnel Management
----- (211 Time Management
----- (23 Payrall
----- (27 Drganizational Management
B3 Information System
El-E3 Repart:

----- (27 Administration
EI ----- (27 Recruitment

=-E5 Benefits
Ea Farticipation

EIE Personnel Management
---- [Z] Personnel D evelopment

@ HRBEMOOTT - Eligible employees

-E) HRBEMMD72 - Participation

@ HRBEMOO?Y - Changes in benefits elections
@ HRBEMOO?Y - Changes in eligibility

B o HREEMOOZ3

hl:}'uange:z: in general benefits information

If using the menu path, double click “HRBENO0083 — Changesin personal benefits

information” to go to the next screen.

HRV1 — February 2001

5-98



Benefits Management

Changesin Default Values for General Benefits | nfor mation

= Changes in Default Values for General Benefits
FProgram Edit Goto System Help
& || B ec@CHE anaa RE|®
Ble
- Further selections | (=] Search helps o2 Org. shucture
Pernod
@ Today ) Current month O Current year
) Up to today ) From today
) Other pericd I To I
Selection
Personnel number i A ta l A _'::>|
Additional selection
Benefit area i_fﬁﬂ
1zt Program grouping I_ to I_ o
2nd Program grouping I— to I— =
Reason for deviation from default values
Manual override ®
Change in default values O
Field Name Description R/O/C | User Action, Values, Comments
Period Period for which report is R Choose the desired period or a
to be generated beginning and end date if you
select the other period.
Personnel Personnel number range @) Enter the desired personnel
Number you want to report on number, range or leave blank for
all personnel
Benefit Area | Benefit Areato be reported R Enter NV or select using
on dropdown arrow
1% Program | 1% Program Grouping to be o) Enter the desired 1% program
Grouping reported on grouping or select using
dropdown arrow
2" Program | 2" Program Grouping to o) Enter the desired 2" program
Grouping be reported on grouping or select using
dropdown arrow
Reason for Thisisthe reason for the R Select Manual Override or
Deviation change/sin Employee Changes in Default Values.
from Default | default values
values
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lto generate the report:

Changes in Default Values for General Benefits Information

List Edit Goto Settings Systern Help

L&l “IWcee DNE anaa @R @
(A& F | @ B swe | TEZ| @] @rinpovien

Gen. benefits info: Manual override of default values

Key date 022200

Benefit area MY Nawy (MR

/4 Pers.no.|Mame A |1stSG 256 |Bar |1stSG 256G | Start End
| 48| Cat , Snoopy OF The HO FULL MOME [11/01/2000(12/31,/9999

125 | Medly . King HQ FULL PRFT (12/01/2000|12/30,/2003
126 |May . June SE FULL PRFT |12/01/2000|12/31 /2001
184 | COWART , CHRISTIE & |JA FULL PRFT (0140142001 |12/31/9939
185 |KIRKER . BREMDA Ji FART PRPT (0140142001 [12/31/9999
188 TOWER . SEPTEMBER |J& FULL PRFT 0140142001 |12/31,/9999
189 | FOMTAINE | MARIA J i PART PRPT (0140142001 |12/31,/9999
192 |LOFFREDA | TAMYA i FULL PRFT |01/01/2001 |12/31/9339
201 |COATS . SUSAM C Ji FART PRPT (010142001 [12/31/9999
208 Allen | Wilma Mae Ja, FART PRPT (0140142001 |12/31,/9999
210\ Almaro |, kam Lee Ja, FULL PRFT (0140142001 |12/31/9999
238 Benzan |, Melizza Michelle | A& PART PRPT (0140142001 |12/31/9939
252 | Giriffith , T ara Flae Ji FULL PRFT 0140142001 [12431/9999
260|Reeves , Rosemary SE FULL PRFT 0140142001 |12/31,/9999
261 |Abbott | Larry SE PART PRPT (0140142001 |12/31,/9999
2BE | Alan Aplin SE FULL Ja 0140142001 (124319999
285 |Hourly Kingsbay , ML-3 |JA FULL MBEM (0140142001 [12/31/9999
300 | Farrales , Rozemarie Rita |SE FULL PRFT 0140142001 |12/31,/9999
301 |Lusby . Carol Janing SE FULL PRFT 0140142001 | 0301 /2001
415 hi , there HO RETR PRFT (0141142001 |12/31/9939

The report is generated on the screen and can be printed. If finished, select the @ icon
to exit the report.
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|C Employee Health Plan Cost

This document describes the procedure required to generate a report showing the cost of
select health plans or al health plans.

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS >
PERSONNEL MANAGEMENT >BENEFITS> COST AND CONTRIBUTIONS >
HRBENO0O73 — Health plan costs

Transaction code HRBENO0073

= SAP Easy Access SAP R/3 System

Mery  Edit Favorites Exiras Swstem  Help

I3l W|coe omBp|
=@ s~
D Faworites
= =3 54P standard menu
- (23 Dffice
#- ] Logistics

- [ Accourting

=3 Human Resources

@ FPMDT - Manager's Desktop
IH ----- [Z Personnel Management

----- [Z1 Time: M anagement

""" (22 Paprall

""" [Z3 Drganizational Management

EIE Feports

B =3 Perzonnel Management
B (L3 Adrinistration

[ [£7] Recruitment

- [ Personnel Development
=+ Bensfits

) HRBENDO74 )

zurance plan costs

If using the menu path, double click “HRBENO073 — Health plan costs’ to go to the
next screen.
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Health Plan Costs

Program  Edit Soto Sustern Help
|| Sl0coaONE unan A0 D
| e 2
Further seleclons I o Search helps | =} Uiy slischne
- By dabi
¥ Todsy
[ Otbet hegdate |
— . w4 9]
- A dilinmal salo e
Bl aems W ¥
15t Frogiam goupng I_ o l_ =)
2nd Piogrem g1ouping I_ 1o l_ o
Berwit plan I_ I l_ _'-‘3'
Field Name Description R/O/C User Action, Values, Comments
Key date Date for which report isto R Present date is checked, if you need to
be generated run report for adifferent date, select
“Other keydate” and put in the desired
date.
Per sonnel Personnel number or O Enter the desired personnel number,
Number range you want to report range or leave blank.
on
Benefit Area | Benefit Areato be R Enter NV or select using dropdown
reported on arrow
1% Program | 1% Program Grouping to O | Enter the desired 1% program grouping
Grouping be reported on or select using dropdown arrow
2" program | 2™ Program Grouping to O | Enter the desired 2" program
Grouping be reported on grouping or select using dropdown
arrow
Benefit Plan | Benefit plans for which O Enter the Benefit plan code or select
report is to be generated using dropdown arrow, OR leave
blank for all health plans
Select # to generate the report:
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Health Plan Costs
e

!_i5t Edit oo  Setimgs Swstem Help
&I “imegecnE vnan AE @
|§'?§Eﬁ'|ﬂa&'}mw Rsee B% TERF| O Hor o

Health Plan Costs

Ky data DEAEENm

Benatfit aran HY Mewy (R

Pencd lesl | Benefit plan leask : | P‘ﬂannlhlm'c |I:Iph'mlbt Dep coverage lest | EE

Thely | Aainallenld TAE Dda Dz Ervna et Aitria Danca Erpicpmn Cedy
162 |Fioper , Fisbecca Deidie (Fisna Dentsl Famlp
74 | COWART , CHRISTIE A et Dnenal Errplege Oy
166 [KIFEEF _ BRENDS At Denksl Ermplyme s
166 | METUILLE , RHOMDA & Ao Derical | Famdy
168 | TMH'ER . SEFTERBER #eins Dankal Ermplcgmn Dok
168 | FONTAINE _ HARIS J |Eema Dl Empleyer iy
THENIGHT - PATST A |Fema [an {Empicpea Criy
160 {MI40N . JEMMIFER (e Dental Emplopm Oy
T2 [LOFFRED . TANTS, |Prefria kel Famdy
138 | PETTIGREY . KAYITAL Aemia Dental Ermplcgee Oy
20 [COATE  SUSAH \eietna Dankal Erplopan Chedy
2 |DOTAL  ENLINDG.A |Figrva Derkal Emplaez Oy
204 [EwHS , ROBERT L Aeima ezl Enployer Criy
30 | Aller: . Whima Hae Fema Denksl Emplyme s
2_"!I] ﬂ\.l_'i:ﬂn,MHI_,lLﬂ _Am[l:rbd_ Errph.u_:l_:t_"l_,l
212 |Lemiz  Aobet Kyl #eins Dankal Ernplcgmn ol
219 Lty | Sheda Meanie e Dental Emplopee Cinly
723 | Banion . Stephan Conaid G L Erpacsad vty
S it e ety i R

The report is generated on the screen and can be printed. Use the scroll bars to the right
and bottom of the screen to view the entire report not visible here.

If finished, select the @ icon to exit the report.
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|C Employee Insurance Plan Cost

This document describes the procedure required to generate a report showing the cost of
select insurance plans or all insurance plans.

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS >
PERSONNEL MANAGEMENT > BENEFITS> COST AND CONTRIBUTIONS >
HRBENOO074 — Insurance Plan Costs

Transaction code HRBENO0O74

= SAP Easy Access SAP R/3 System

Mermu Edit Favorites Exiras System  Help
& Tmlcee/omm g
B2 & @B 2| v

o[22 Favarites

-3 SAP standard menu

B~ [ Office

----- [ Lonistics

- [ Accounting

E-£3 Human Resources

@ PPMDT - Manager's Desktop
----- (2 Persannel Management

i B o B s
)

----- (2] Time Management

----- (23 Payrall

E ----- (2] Organizational M anagement
EJE Information System

IE!E Reports

EIE Personnel Management

Ea Casts and contibutions
@ HRBEMOO?3 - Health plan costs

@ HREBEMOO7S - avings plan contributions

If using the menu path, double click “HRBENO074 — I nsurance plan costs’ to go to the
next screen.
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Insurance Plan Costs

Program  Edit Goto  System Help
&l -8 ¢ DNk anaa|AR(@
|le =
. Futisy aslsclong | 4] Sesch hebe | = Org sy e
Fap dabe
® Todw
) Ot kst [
Selection
Fersserelnumber [ 4 . o)
-Adiitiogal saleti
Berall s1aa lﬁ L
1ot Progian gopag | ] ey [ ] 5
2nd Fiogram pougng [ | ] [
Bereli pln ] o ] g
Field Name Description R/O/C | User Action, Values, Comments
Key date Date for which reportisto R Present date is checked, if you need
be generated to run report for a different date,
select “ Other keydate” and put in the
desired date.
Personnel Personnel number or O Enter the desired personnel number,
Number range you want to report range or leave blank for al personnel
on
Benefit Area | Benefit Areato be R Enter NV or select using dropdown
reported on arrow
1% Program | 1% Program Grouping to O | Enter the desired 1% program
Grouping be reported on grouping or select using dropdown
arrow
2" Program | 2™ Program Grouping to O | Enter the desired 2" program
Grouping be reported on grouping or select using dropdown
arrow
Benefit Plan | Benefit plans for which O Enter the Benefit plan code or select
report is to be generated using dropdown arrow, OR leave
blank for all health plans
Select 2 1o generate the report:
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Insurance Plan Costs

*Insurance Plan Costs _iﬁ 3

List Bdit Gof o Sefings Svetern Heb
- B f I | n:agjalguﬂ uwan A0 @
T AT B oo B B TRE @ E0C QR peiw

Insurance Plan Costs
Eing date mzrEznm
Benefit mrea R Ry ASF]

Paindtesl’ | Berwid plan st | Para.ne [Hans | Do {inruiance opbion e EE coalz| ER ciedil| Prowader cosz| |
Hanc L £ ADED | 1a6{0ela L, Emma Colere {BLF1 |Bysc Life / ALIED L] [ICH] o |

184 |C0WAAT , CHAIETIE & BLF1 |Basc Lfe JADED (] 0m om
86| METVILLE . FHOMDA A |BLF1 |Badc Lfe #A0ED 1160 i3] om |
ZE|Logan TraMsin |BIFT " [Basit. Cfa 4 ALTED 280 o ]

35| Houlk: Eingehay W3 BLF1_|Bas: Lfs JADED ) T nm

385 | Wardaadbia BLF1 |Baac Lfa JADED 1200 (T3] om
"B [beai Ben [BLFT |Hasic e 4 ADVELT 0 T 0 |

463) T=at Fetrenen BLF1 _|Bagc Lfe JADED LU LY o) S

471|CHELSEA TEAL [BLFY[Berme Lo A AD'ED x| om nm |

TAT|LOTS FUH BLF1 |Basc e /ADD 480 (T3] om
~Fea{ICHELLE LOWE [HLFY |Hauc Cbe J ADELT a0 | aw 00 |

TH0|ESTHER HERRKG (BLF1 |Base Lifs JADED 70 nod 0.

TH1|HILDERAFDE COMPEAL  BLF1 |Badc Lfa JADLD 1.0 (T3] 0m
R WAL RITCHEL [BLFY [Hasuc Lfe # ADED Bl | i |
TEA|ACEETANT DG [BLF1 | Basic. La J ADED Tl T |
| P5{EALHHA CARLAND |BLF1 |Baac L A ADED 1520 LY L

: TE4|TE 5T EEHEFIT BLF1 |Baac Lia JADED 380 (T3] oo

Dow Lim/ADED =5 ) ; T e iHE - WD - (1)

Lang Teim Dicsdiy 1ﬂS!EIrh[‘|l|:.EmE!h§ LT01 [Long Tem Db | 1214 | [IIII! 0.0

|

The report is generated on the screen and can be printed. If finished, select the @ icon
to exit the report.
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|C Employee Demographics

This document describes the procedure required to generate a report showing the
Employee Demographicsin regard to Benefit plans.

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS>
PERSONNEL MANAGEMENT >BENEFITS> STATISTICS>HRBENO0O81 -
Employee demographics

Transaction code HRBENO0081

™ SAP Easy Access SAP R/3 System

Meru  Edit Favorites Exfras  System  Help

& || imlcoc|2anmg
B &% EEB S| v a

=3 Human Fesources
: @ PPMOT - Manager's Desktop
- [_] Personnel Management
-2 Time Management
-2 Payrall
- (23 Organizational Management
~=3 Information System
B £3 Reports
=i =3 Personnel Management

If using the menu path, double click “HRBENO081 — Employee demogr aphics’ to go to
the next screen.
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Employee Demographics

® Employee Demographics
Program Edit Goto System  Help
& || ZOiecQ@ DR anaa FE @
Bl
Further selections | =] Search helps | =] Org. structure
Period
@ Today ) Cument month 1 Current year
) Upto boday ) From boday
() Other period li To Ii
Selection
Perzonnel number I A to I A _':DI
Additional data
Evaluation date |B2I1 2728
Age groups |_1 o m i‘
Field Name Description R/OIC User Action, Values, Comments
Period Period for which report is R Choose the desired period or enter a
to be generated beginning and end date if you select the
other period.
Per sonnel Personnel number range O Enter the desired personnel number,
Number you want to report on range or leave blank.
Evaluation | Date of Evaluation @] This allows for selection of specific date
Date if arange had earlier been selected.
Age Groups | Age group to be reported O Enter the identifier if known or using
on the dropdown arrow When selecting
mor e than one program grouping or
benefit plan, use multiple selection
option
Select # to generate the report:

HRV1 — February 2001
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Employee Demographics

* Employee Demographics

Lit Edit Goto System Help

|& | ;IEIE%J@ DHB D000 AR @
|
Denographic Employes Data: Dwerwiew 1

Evaluation date @2/12/2081
PRFT AFF Fortee FT

Demographic Enployes Data: Overview ?
Ewaluation date #2/1272801

Age Fange Enplayees Smnkers Hon-snokers
il ) Tetal ] 5.71 % a p.ow % B 1bu.ea %
Femal e 2 2500 % a a_om % 2 2C_ 08 3
Hale 6 ¥5.8R % A B.on % i 75.8m %
28 - 24 Taetal L] P31 A B.bB % & 188.80 %
Female 3 Fs.ER % ] B.ow % 3 75.e0 %
Male 1 2500 % @ B0 % 1 .08 3
25 - 20 Tatal T L1 4 1] oonm % 7 AnD.ea %
Female LI & T I A A.b8 % E M. %
Male 2 28.57 % a B.og % 2 2B.57 &
am - G Tatal ] 5.71 % a a.nn % B Amm.en %
Female i ThoBR % o Bonm % ] JE_@A %
Hale ?  25.08 % A B.BE % 2 XE.BA %

The report is generated on the screen and can be printed. If finished, select the @ icon
to exit the report.
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|C Employee Benefits Elections

This document describes the procedure required to generate a report showing the
Employee Benefits Elections.

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS >
PERSONNEL MANAGEMENT >BENEFITS> STATISTICS>HRBENO0087 -
Benefits Election Analysis

Transaction code HRBENOO87

= SAP Easy Access SAP R/3 System

Menu Edit Favorites Exfras Swvstem  Help

& |l flHcee | anmmE
2|5 a6 s |~ a
ot |2 Favorites
= =3 SAP standard menu
E| ----- (23 Dffice

----- [C Logistics
----- (23 Accounting
5123 Human Fesources
....... @ FPPMDT - Manager's Deskiop
----- (21 Perzonnel Management
..... (27 Time Management
----- (23 Payrall
|1‘| ----- |23 Organizational Management
E--E3 Irformation System
=3 Reparts

B
=

If using the menu path, double click “HRBENOO087 — Benefit election analysis’ to go to
the next screen.
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= Benefit Election Analysis

Program Edit Goto  Systern Help

Benefit Election Analysis

| [l FiBeeeCME anaa AR @
e
‘ Further zelections I =} Search helps I = Org. structure |
s
Perzonnel humber I—A ta I—d _'::>|
Additional data
Benefit area Wﬂ to I_ o
1zt Program grouping to [ | o2
2nd Program grouping [ | to [ | o2
Flan tupe [ | to [ | o2
Benefit plan [ | to [ | o2
Key dates
Starting point on |ﬁ2f12f2ﬁﬁﬁ
Changed on lm
Field Name Description R/OI/C User Action, Values, Comments
Personnel Personnel number range O Enter the desired personnel number,
Number you want to report on range or leave blank for all personnel
Benefit Area | Benefit Areato be R Enter NV or select using dropdown
reported on arrow
1% Program 1% Program Grouping to O Enter the desired 1% program
Grouping be reported on grouping or select using dropdown
arrow
2" Program | 2™ Program Grouping to O | Enter thedesired 2™ program
Grouping be reported on grouping or select using dropdown
arrow
Plan Type Benefit Plan type to be @] Enter the desired Plan type or select
reported on using dropdown arrow
Benefit Plan Benefit plans for which O Enter the Benefit plan code or select
report is to be generated using dropdown arrow, OR leave
blank for all health plans
Starting Point | Start date of Analysis O Put in a beginning date to limit the
on range of report to be generated
Changed on End date of Analysis O Put in an end date to limit the range
of report to be generated
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Select 4 to generate the report:

Benefit Election Analysis

= Benefit Election Analysis

List Edit Goto Setfings Swstem  Help
| | DeeQeDHk anas PR @
“@Waﬁwmﬁ|m|@pnmprewew

Percentage changes between 02/12/2000 and 02/12/2001

Sel. benefit areas: |1

Sel. benefit plans: 16

Description | Tesxt # |Eligible EE= Participation | Scal. parhicip.
(Mawy (MwR]| 401K Plan 5.050.00 0.0a 5.050.00-

Aetna Dental E.750.00 B.500.00 | 250.00-
Aetna Medical E.750.00 570000 |1.080.00-
Basic Life / ADED 5.700.00 0.an 5. 700.00-
HO Cigna Medical E.300.00 0.aa E.300.00-
Civil 5w Ret - Offzet 939,993,993.95|0.00 995,399,993.33-
Civil Service Retirement Sy |9339,993,993.93 | 0.00 935,999,999.55-
Fed Employee Retirement Sys| 939,993,993.93 {0.00 995,939,999.55-
HIMO Grouphealth 2.000.00 [RI] 2.000.00-
HMO KPS 2.000.00 000 2.000.00-
Long Term Dizability 5. 700.00 3.700.00 | 200000
Optional Life 5.700.00 0.an 5,.700.00-
Retirement 995,993,939.99|0.00 939,993,939.93-
Retiree Bazic Life 999,993,999.95|0.00 939,993,999.93-
Standard Insurance Dental | 2,000.00 0.00 2.000.00-
Thiift 5avings Plan 939,999,993.93{0.00 939,993,999.93-

The report is generated on the screen and can be printed. If finished, select the @ icon
to exit the report.
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|C Benefits Enrollment Statistics
This document describes the procedure required to generate a report showing the Benefits
Enrollment Statistics.

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS >
PERSONNEL MANAGEMENT >BENEFITS> STATISTICS>HRBENO0089 -
Enrollment statistics

Transaction code HRBENOO089

™ SAP Easy Access SAP R/3 System

Menu Edit Favorites Exfras Svstem  Help

&l Amecee/Dnmp
|e2|saa 2|~
-------- (23 Favorites
- =3 SAP standard menu
----- (L Dffice

-- - [ Accounting

El--£3 Human Resources

72 PPMDT - Manager's Desktop
E_| ----- (23 Personnel Management

----- [Z Time Management

----- |27 Organizational Management

E| -3 Reports

- £ Personnel Management

----- (22 Admiristration

----- (L1 Recitment

-- -] Perzonnel Development
-3 Benefits

T @ HRBEMOOA - Employese demographicz
------- @ HREBEMO03Y - Benefit election analysis
(O o HEEEMNO02S - Enroliment statistics

If using the menu path, double click “HRBENOO089 — Enrollment statistics’ to go to the
next screen.
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™ Enrollment Statistics

Enrollment Satistics

Program Edit Goto  Svstermn Help
&l FlHcee DK anaaBE @
gl
: Further zelections | =] Search helpz | =+ Org. structure |
Selection
Perzonnel number I A ] I A _':DI
Additional data
Tvpe of enrolimet I-. to I— _':)I
Plan categom IE
Benefit area l_ to l_ o
13t Program grouping l_ o l_ o
2nd Program grouping l— o l— =]
Plan type l_ to I_ =]
Benefit plan l— ta l— o
Period
Start B2/12728m
To 02/12/2861 %/
Count
Planz ®
Persons C
Field Name Description R/O/C | User Action, Values, Comments
Personnel Personnel number range @) Enter the desired personnel
Number you want to report on number, range or leave blank for
all personnel
Type of Type of Benefit Enrollment @) Select the type of enrollment
Enrollment using the dropdown arrow
Plan Category Category of plan to be O Enter category or select using the
reported on dropdown arrow
Benefit Area Benefit Areato be reported R Enter NV or select using
on dropdown arrow
1¥ Program 1% Program Groupingtobe | O | Enter the desired 1% program
Grouping reported on grouping or select using
dropdown arrow
2" Program 2" Program Grouping to O | Enter the desired 2™ program
Grouping be reported on grouping or select using

HRV1 — February 2001
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Plan Type Benefit Plan type to be @] Enter the desired Plan type or
reported on select using dropdown arrow
Benefit Plan Benefit plans for which @] Enter the Benefit plan code or
report is to be generated select using dropdown arrow, OR
leave blank for all health plans
Period Period start and end date R Enter dates for beginning and end
of range
Count How the Enrollment R Select either plans OR persons
Statistics are to be counted,
either by “Plans” or by
“Persons’
Summary Either Discrete or R Select either Discrete (current) or

Cumulative Summary

Cumulative (historical)

SelectE .

lto generate the report:

Enrollment Satistics (Discrete)

= Enrollment Statistics

List Edit Goto Settings

Systemn Help

G ||

Al K-

@ oCHE anaa | B

@?|é?|&|%|ﬁ@@|lﬁ E.-’-‘-.BE|F'rintpreview

Enrollment statistics

Start  02112/2001

To gzfesenm
Text A Tewt /| Test ¢ |Options | Dependent coverage” | 0241242001
|Navy MR Dental |Aetna Dental AETD  |EE 1
kMedical | HMO Cigna Medical Clik 1

2

The report is generated on the screen and can be printed. If finished, select the @ icon
to exit the report.

5-115

HRV1 — February 2001




Human Resources

|C Personnel Action Report

Print a personnel action report using the transaction code ZHRPAR.

™ SAP Easy Access SAP R/3 System

Menu Edit Favorites Exfras System  Help

| || Erea Dimcae/om
[T =PI
-------- (2 Favarites
= £ SAP standard menu
----- (13 Office

""" (27 Logistics

""" (27 &ccourting

""" (2 Human Resouces
""" [ Infarmation Spstemns
----- (22 Toals

Select | g | to go to the next screen:

HR: Personne Action Report

™ HR: Personnel Action Re

Frooram  Edt Goto System Help
@ | B ¢ee SHE weaa 0@ @
BleEDE
e T T T Eok |
Fenod
@1 Today ' Cumard rearks () Comert: paar
{71 L o lodkey ™ From tode
1, Cebar paind | 3 To
Selecton

Frvzoomalrunta i o I 5

Oire Y ey Probsion [osrmenong I
4L Babwren |
AL Brbrce [

Flenks 1 [
Fienks 2 |
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Field Name Description R/OIC User Action, Values,
Comments
Period Date or dates to be reported R Check “today” for today’s date

on

OR check today and enter a
range of dates

Personnel number | Personnel number identifier @) Enter number or range of
numbers. Use the dropdown
arrow if number is not known

Remarks Remarks, NAF manager’s O Enter any remarks to be printed

name

on the PAR, enter the name of
the NAF manager to be printed
on the PAR

Print:

Marmne
Title

Autharization

Output device I

o

Mumber of copies

Page zelection I

Spool request

SCRIPT | |HQ_Pe57E7

Dutput opti

¥ Print immediately
v Delete after print
¥ Mew zpool request
Spool retention per.

Archiving mode

Cover page

[8 Dasis)

I Prirt anly

Recipient

Departrent

Mo cover page

S —
——

Frint preview | Q F'rintl Cancel |
=TT TOTReE K

T TR = T T ¥ TR =T = =T = T

L R T ) LA |

Click the dropdown arrow to select a printer, then select Pt preview
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* Personnel Action Report

Llst Edt Golo Setings System Hep
I  Fimgae ONE anas OR@
B AT B Reoom Busee WEAF| D] @rrime

Personnel Action Report

lFEEﬂWEL_aETTﬂ?IHU-LHI ]

Pore HumbedSAFT — ER lisdacifobon  Tupe ofécbion MEAF b

oM 0624 U.E‘-'l.:l'l-'é[ljl Adedranin Py TI2E7

Mane Gpa. Sec Mumber

ARDERSON ANDREW 0811 25555

Aty iy Marse & Sodran [epatmant FAOHLCAS Acirdp sl Code
HPC [HwA D) Coffes Hewaza 3

=& HID-E0UTH

| TP 1 | ol P by

Be sure to email PAR to ADP payroll person before printing!

Click on envelope icon (under the green arrow)
Click attachment document content

Select recipient using drop down arrow

Select internal user and green check

Fill in last name, first name

Click send

Select green arrow ¢ for portrait Print Preview.
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PAR: Portrait print preview

® Print Preview for HC57 Page 00001 of 00001 E ==

Taut Edt Gomo System Help

-1 — am'gjmm DDOD DO @

PERSOHMEL ACTION REPORT

ﬂn-:w-rn FNRBAN (4T u1l"lt"'\-l TP L Or TR j TR O AT ;l A0 R
oOOooe 24 oIVRICTOn Gd jazrimarm in Fay 10TET

jaml j:mu. [ErT=TE———
AHOERZOR AROEEW oEi-id3-E888

ﬂunrw-n.: & dpomatc ﬂmlhur ﬂliunl.{:rwrrm:wr-{qu
HF L [NWA DY) Caifan Hamax #1

HEA MO- 500 TH

j“‘""‘:"' amr ﬂ aava J T

gerazri e KALE U3 Crhuen
[ ar wim ey [ =ecnar viaa ] e e ar am

HD
Iilm!l.lh-ﬂ}’l =T Iilwmn arLILmIn Illnl.r.-u'rnrarmrr I:llmul:lp:llr::

Now select the = icon to print the Personnel Action Report you selected. Select ¢

to go back to original screen. Select <& again to go back to SAP Easy Access screen.
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|C Request for Personnel Action (52)

Use transaction code ZHR52, and select | v | to go to the next screen.

™ SAP Easy Access SAP R/3 System

Meru Edit Favorites Exfras Svstem  Help

| & rrs2 DA Cos |2 MM
le=|s a8 s v
i (23 Favorites
= =3 5AP standard menu
----- (] Office

""" [27 Logistics

""" (£ Accounting

""" [ Human Resources
'''' (2 Infarmation Systems
----- [£3 Tools

There are two ways to generate a request for personnel action:
with personnel number

-OR-
with position number.

Reguest for Personnel Action

™ Request for Personnel Action

Reqguest Pers Action Edit Goto  Svstem  Help
& |l DImcod2HE

“ &# Change |
@

Request for Personnel Action (Form-52}

Personnel number 62y

To use personnel number, enter it into the personnel number field, and select the

&7 Change
con.
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Request

for Personnel Action

* Request for Personnael Action

P&’B\'.T‘I"d dats System Heh

& ~imiece gk avas 0@

Evphness om0 Waks| ahs e

Fararmed

fo [&En

| PART A: Aoquedding Ol

Mas: |AKBEENW SMDERSOH

=W [en1-25-5555

ot weped FERFSREANCE REUIEW Aeges no |

b it Hem ] Tabgtoma | Bl [

Adon - wowed by deikry il hoseed by

Haer | Do | Mare | oz |

_MME:FurPupuﬂinifﬂ-’W

Mowelladl  [AMBERSESE B4 5e e DY1-75-5555 B dur WIZ51IER

Feel  [AWSREW Efciis CI T

FIRST ACTION | SECIND ACTION
[ L ool MshraFickond Lepsl A ihoep [nde Plature e fordlepal datha b

e o i | [

e o ] [

a0l al

Enter any applicable remarksto be print

Select output device, then 2Pt ereview

illustration:

ed onthe52. Select the 8 icon to continue.

. The 52 should look like the following

The “landscape” view appears. Select the

* Request for Personnel Action fNew Employes
List Edt Gotn Zettne Systm  Help

& W Goe CHE anan 0E @
|8 | B Boome Busen | TR | H| &P e

Request for Personnel Action

AEQLEST FOA FEFSOMHEL ACTIOH
i-ah Fi=g L
1-ACTIONREQLESTED

ER

ZFREQUELT ML KA

FHFOR A TIONAL INFOFRATION CalL [HerE & TELEFHOMEY

A-FROPOSED EFFECTIVE DATE
OO 000

EACTIOMFEGLESTEN B GACTION AUTRAOREED B

e Tl [T

[PART - For Prepaisioncl S 6
1HEME L85 T, FRAT]

S EOAL SEOURITY HOMBER I0ATE 0F BRTH

" HEFFECTRVE GETE
AC0I000 DD/
PRl POEITIIN T FOETIGH

gr-_usmm FOSITION  aDa oo
KB FET J08 EET
ARGUNT RGN =
PERSAREA SURARES FEFS APER SLUEAREA

<&

to get the “ portrait” view.
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Request for Personngl Aciton

* Print Preview for HCS7 Page 00001 of 00001 =

Test Edit Goto System Helr

e  -Imeoe %J'h'ﬁ DDoa @AW @

Trma- i AEQUEST FOR PERSOMMEL KCTION
TART i - Mugeodng by Fara Ao XR0F e M1
[ scrw maoamrm [e] sacarr s
N £} [p—
| AT F BEOATCTRG BT IL_'M"I’\- SNTTRE: M WP

TART N - For Frmgparwiser of FF 545

[ ] wane pir, rmim 1] s ccwEn a8 | s or e & | TR bl
AR EREDN AR DA W oRi-E-E8E88 [JES RN ET] [ELRRET T
TIRFT AT TION FECRER AT TIOM

ETo FATUEE BF SEF KR LERL SRTHORE [ EHPRRLOE EFE ¢ LR & NTHORI T

Select the = to print.
To generate the report by position number, in the initial screen, leave personnel number

| &7 Change

blank, then select the icon.

*®Request for Personnel Action

Request Pers Action Edit Goto  System  Help
@ | ZimCcea OMR ana

|2

]

Request for Personnel fAction {Form-52}

Personnel number I

Enter the applicable information on the next screen:
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" Request for Personnel ActionfMNew Employeea =

PersDiata  Svstern Help

&l

|owl

F R DNE anan | BME

Request for Persoieed Action [Fom-52| HEW ENFLDYEE

FART A: Requesting Difice

Aclin izgsid [WEW WIRE
dod i Hame  [JOHM DOE Tetapinre
Articey 1equeshed =1} Actici authmized by

|

BzZ/2000

Feguest

Eft  dale

Heme [LEZR EIBBUNS Do |02/12/2001 HMeme [JOHH TESH

Dele (0271272081

FART B: Fo Preparation of 5F 50

] I
| I
I [

Tl L st |Iill]E Goc.Sec.ng {IHB—HB—HBIH Birth date |H,"I9,"193'I
[Finet] |JOHH EN dates |ll?.|"12.|"?ﬁﬂ‘l
ACTION
[Cada Hatre of Antior_agal Suthon

Select the = icon to print. Be sureto select
before printing!

Click on envelope icon (under the green arrow)
Click attachment document content

Select recipient using drop down arrow

Select internal user and green check

Fill in last name, first name

Click send
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Frint presiew

to verify entries and email
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